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Pazpabotran Pacnonosa H. 1.
(crenens, 3Banue, U.O.Damuus)

Z[eJ'IOHpOI/I?)BOI[CTBO B IOpHHHQCCKOﬁ OCATCIIBHOCTHU
(HaMMEHOBaHUE TUCIUTUINHBI)

Pabouas mporpamMma AUCHUIIIMHBL J{€I0MPOU3BOJCTBO B FOPUIUICCKON JIEATEITHHOCTHY
OakanaBpuat 1o HampapieHuro noarotoBku 40.03.01 «¥Opucnpynennus» / Paconosa H. 1.—
CII6.: AHO BO CIOA, 2025.

PaGouass nmporpamma 1o AMCUMIUIMHE — «JleIOMpOU3BOACTBO B  IOPUAWYECKOM
NESTEIIbHOCTH»  TIOATOTOBIIEHA B COOTBETCTBUU ¢  TpebOoBaHusmMu  DegepanbHOTO
rOCy/IapCTBEHHOTO0 00pa30BaTEIbLHOrO CTAaHAApPTa BBICHIETO OOpa30BaHUS IO HAIMPABIICHUIO
40.03.01 «¥OpucnpyneHuus», yTBEpKIACHHOTO MPUKA30M MMHHCTEpCTBA HAYKH W BBICHIETO
obpazoBanusi oT «I13» aerycra 2020 r. Ne 1011 um ompenenseT CTPyKTypy H COJAEpKaHUE
JTUCIIUATIITUHBI.

PaGouass mporpamMMa  JHMCUMIUIMHBI — TpeJHa3HayeHa JJii  BCeX  YYaCTHUKOB
oOpa3oBaTenpHOT0 mporecca ABTOHOMHOM HEKOMMEpPYECKOM  OpPraHM3aldd  BBICHIETO
obpazoBanus «Cankt-IleTepOyprckas opuauyeckas akaaeMus.

© Pacnomnoa H. 1., 2025.
© AHO BO CIOA, 2025.
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1. llean u 3axa4u OCBOEHMS AU CHMILINHbBI

Henbto ocBoeHUs y4eOHOM JUCHUIUIMHBI «JleTOnmpon3BOACTBO B  IOPHAUYECKOM
NESITebHOCTH» SIBIIICTCS (OPMHUPOBAHHE Y OOYYAIOIIUXCS CHCTEMHOTO IPEICTaBICHUS O
JTOKYMEHTax, o¢GopMIIsIeMbIX B Ipollecceé HOPMOTBOPYECTBA U B IPABOINPHUMEHHUTEILHOM
NeSITeIbHOCTH, PaBWIax UX opopmiieHus, HOpMUPOBAHHE HABBIKOB PaOOTHI C JTOKYMEHTAaMH B
OpraHax rocyJapCTBEHHOH BJIaCTHM M OpraHaX MECTHOTO CaMOYMpaBIEHUS, B XO3SHUCTBYIOIIMX
CyOBbeKTax.

3anayn QUCHUILIMHBI «/{eTonpon3BOACTBO B IOPUAMUECKON JIEATEIbHOCTUN— MOTYUYCHHE
TEOPETUYECKNX 3HAHWHA, yMEHWH, HAaBBIKOB M MPAKTHYECKOT'O OMbITa JUIA PEIICHHs 3a/1ad
npoecCHOHANBHOM  AESITEIbHOCTH  MPABOINPUMEHUTEIBHOTO,  IPABOOXPAHUTEIBHOTO U
HKCHEPTHO-KOHCYJIBTAIIMOHHOTO TUIIA, B YACTHOCTH:

— u3ydeHue OOydaloMMMHUCS HOPMATHBHON NpPaBOBOW M HOPMATUBHO-METOAMYECKOU
OCHOBBI FOPUIUYECKOTO JIEIOMPOU3BO/ICTBA;

— O3HAKOMJICHHE C OCHOBHBIMH CHCTEMaMHU U BUJAMHU JOKYMEHTAIUH, 0pOpMIIsieMbIC B
MpoLecCe HOPMOTBOPUYECTBA U B IPABONPUMEHUTENBHOI J1eATEIbHOCTH;

— n3y4eHue TpedoBaHmid K 0POPMIICHHIO PEKBU3UTOB JIOKYMEHTOB;

— u3y4eHue TpebOBaHUM K OpraHu3aliu paboThl ¢ JOKYMEHTaMH (JJOKYMEHTOOOOPOTY).

2. MecTO AUCHUILIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl
VYyeOHas qucuuminHa «/{enonpon3BoaCcTBO B IOPUIUUECKON JAeSITEIbHOCTHY BKIIIOUEHA B

4yacTh, (QopMHpyeMyro ydacTHHKamu oOpaszoBarenbHbix oTHomenuid (b1.B.OJ[.4) yueOnoro
riana no Hamnpasienuto 40.03.01 FOpucnpyaenuus, npoduis — rpaxaaHCcKO-IIPaBOBOI.

HaunmMmeHoBaHye TUCHIUTIINH,

HaunmenoBanune HavnMeHoBaHMEe TUCIUTUTNH, AJISI KOTOPBIX
Hupnexc o Ha KOTOPBIE OITUPAETCS o
y4eOHOH . coziepKaHKe yueOHOH ANCIUIUINHEI SBISETCS
conepxanue yaeOHoH
JUCTIUTLTAHBI 6a30BbIM
JTUCHIUTLTAHBI
b1.B.O/1.4 | HdenonpousBoacTBO - I'paxxnanckuii mpouecc
B IOpUINYECKON YT0J0BHBII ITpoLece
JeSTebHOCTH ApOuTpaXkHBIN Mporecce

AJIMUHHUCTPaTUBHOE CyIOIPOU3BOJICTBO
HcnonauTeNnSHOE TPOU3BOACTBO

Hotapuar

AnBokatypa

Tpetelickoe pa3dUpaTeN-CTBO

IOpuanueckas TexHuka

[MpakTHyeckre OCHOBBI FOPHANYECKO AesSTeNbHOCTH
O3HaKOMUTENbHAS IPAKTHKA
[IpaBonpuMeHUTENbHAS IPAKTHKA

3. O0mme TpeGOBaHNMS K YPOBHIO OCBOCHUS TUCIHIIINHBI

3.1. IlepeveHb NJIAaHUPYEMBIX Pe3y/IbTATOB 00y4eHHUs 10 M CHHUILIMHE, COOTHECEHHBIX €
IUIAHMPYeMbIMH pPe3yJIbTaTaMH 0CBOEeHUsI 00pa30BaTeIbHON NMPOrpPaMMbI

Konu
Ilepeuenn Texnonoruu Cpeactpa u
HaAaUMMCHOBAaHHUEC HanmeHnoBanue HUHAWKATOpa
N 3JIEMEHTOB (dhopMupoBaHUS TEXHOJIOTHH
KOHTPOJIHMPYEMOU JOCTHXKCHUS KOMIICTCHIITUN
KOMIICTCHIITUN KOMIICTCHIIUN OLICHKN
KOMIICTCHIINN
OIIK-8. M /.1 3HaeT 0CHOBBI 3naert: SausTst VeTHBIH onpoc
Crocoben rOCYJAapCTBEHHOU MOJIUTUKU | OCHOBBI JIEKIIMOHHOTO Tecruposanne
[eJIeHaNpaBiieH | B 00JacTH HH(OPMATHKH rocyjnapcrpenHo | THIA, Kontponbusre
HO U MJ1.2 YMeeT npuMeHsTh i OJMTHKY B SanaTia SaZlaHusd
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Kon u
HAaUMCHOBAHHC HanmenoBanue WHOWKaTopa HepequL Texuosoruu CpeHCTBa "
KOHTpOHpreMOﬁ JOCTHXKCHUS KOMIICTCHIITMHN SJICMCHTOB CI)OpMHpOBaHHﬂ TEXHOTIOTHH
KOMIICTCHIIH KOMIICTCHIIH KOMIICTCHIIH OLICHKH
3¢ dexTuBHO COBPEMEHHBIC obnactu CEMHHAPCKOTO 3auer
HoJIy4aTh nH(pOopMaLMOHHbIC UH()OPMATHKH THIIa,
IOPHINYECKH TEXHOJIOTHH JUISA TTOMCKA VYmeer: CamocrosTemsH
3HaYNMYIO 00pabOTKH MPaBOBOH MIPUMEHSATH as pabora
UH(POPMAITHIO uHpopmanuy, ohopMIEeHHUS | COBpEMEHHBIE
U3 Pa3NIMYHBIX | IOPUIMYECKUX JTOKYMEHTOB U | MH(POPMAIMOHH
HCTOYHUKOB, MPOBEACHUS BI€ TEXHOJIOTUH
BKJTIOYAS CTaTHCTHYECKOTO aHAITN3a JUIS TIOUCKA U
npaBoBble 0a3pl | MHpOpMAIHH; 00paboTKn
JTaHHBIX, M /1.3 Bnageet HaBbIKAMH MpaBoOBOM
pemarts 3agayn | cbopa u 00paboOTKH WH)OPMAIIH,
npodeccuoHans | nHGopManmy, odopmiieHus
HOU MMEIONIEN 3HaYCHUE IS FOPUIHYECKUX
JEATENbHOCTH C | Peaau3allii IPaBOBBIX HOPM | JIOKYMEHTOB M
NIPUMEHEHUEM B COOTBETCTBYIOIIHX chepax | MpoBeICHUS
WH(GOPMAITMOHH | MPO(eCcCHOHATEHON CTaTUCTUYECKOT
BIX TEXHOJIOTHH | J€ATEIBHOCTH. 0 aHaJIM3a
U C YYETOM UHQOpMAaIUH;
TpeOoBaHUIt Baaneer:
UH()OPMAITOHH HaBBIKAMHU
oif cbopa u
0e30macHOCTH 00paboTKn
WHPOPMAIIH,
UMEIOIIEH
3Ha4YCHUE A5
peanu3zanuu

MIPaBOBBIX HOPM
B
COOTBETCTBYIOII
ux chepax
npoheccuoHab
HOH
JIeSITeTIbHOCTH.

3.2. CooTBeTCTBHE YPOBHEI 0CBOCHHMS KOMIIETEHIIMHU IUIAHNPYEMbIM pe3y/ibTaTam
00y4eHHsI M KPUTEPHUsIM X OLleHUBAHUS

Oransl GOPMHUPOBAHUS KOMIIETEHIIUH MO MeproaaM 00yUdeHHs

Hauanvuwiii sman GopMupoBaHHs KOMIETEHIIMH OCYIECTBIISIETCS B IEPUOJ OCBOCHHS YUEOHOM AMCIMIUINHBI 1
XapaKTepU3yeTcsi OCBOCHHEM YUeOHOro MaTepHraia

bazoswbiii sman GopMHUpOBaHHS KOMIIETEHIIMK (POPMHUPYETCSI IO OKOHYAHWHN M3YUCHHUS AUCITUIIIINHEI

3axaroyumenvuoiti sman GOPMUPOBAHUS KOMIIETESHIINI HAIIPABJICH Ha 3aKPEIUICHIE OTIPEIeINeHHBIX

KOMIIETEHIIMM B IEPUOJ IPOXOXKAECHUS NPAaKTUK, I A

YpoBeHb OCBOEHHMSI KOMIIETEHIMH TMpeJcTaBieH B TaOnule M Olpenensercs B
3aBHCUMOCTH OT KPUTEpHS OLIEHUBAHUS PE3yJIbTaTOB OOyYEHHUS U JIEMOHCTPUPYET YCHEIIHOCTh

OCBOCHHA KOMIICTCHIINH.

YpoBHH cHpOPMHPOBAHHOCTH KOMIIETCHLMI

Bepcua 1.0 om 04.2025 2.
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IloBbILIEHHBIN YPOBEHD

ba3zoBblii ypoBeHb

IToporosslil ypoBEeHb

Henonycrumslii ypoBeHb

Komnerenius
copMupoBaHa.
JemoHcTpupyercs
BBICOKHI YPOBEHb
CaMOCTOATENBHOCTH,
BBICOKAs  aJaNTHBHOCTh
MPaKTHIECKOTO HABBIKA.

Komnerennus
copMupoBaHa.
JemoHcTpupyercs
JIOCTaTOYHBII YPOBEHb
CaMOCTOSATEIIBHOCTH
YCTOWYUBOTO
MPaKTHIECKOTO HABBIKA.

Komnerenus
copMupoBaHa.
HemoHcTpupyeres
HEJOCTATOYHBIH  ypOBEHb
CaMOCTOSATEIBHOCTH
MIPaKTHYECKOTO HABbIKA.

Komnerennus He
copMupoBaHa.

YpoBeHb
CaMOCTOSITEIIbHOCTH
MIPaKTUIECKOTO HaBbIKa HE
JIEMOHCTPHPYETCSI.
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Heckpunropsl
Koz ITnanupyemsie 26 26 26 26
HANMEHOBAHTE py ajiia ajia ajia ajiia
KOMIETEHITHI pe3ynbTaThl 00y4eHHs «HCYIOBJICTBOPUTECIILHOY «HCYJIOBJICTBOPUTECIILHOY «HCYJIOBJICTBOPUTECIILHOY «HCYIOBJICTBOPUTCIILHOY
«HE 3aYTECHO» «HE 3aYTECHO» «HE 3aYTCHO» «HE 3aYTECHO»
OIIK-8. 3uaer: He 3HaeT nopsanok Cnabo opueHTHpYETCS B YcBoun nopsiok pa3paborky, | [loka3piBaeT BHICOKHI YPOBEHb
Crocoben OCHOBBI pa3paboTKH, 0COOCHHOCTH MOPSIIKE Pa3pabOTKH, 0COOEHHOCTH TOATOTOBKH H 3HAHUI MopsiKa pa3paboTKH,
LCICHANPABICHHO | rocynapCcTBEHHOM IMOJATOTOBKH M PETUCTPALUU 0COOCHHOCTSIX MOATOTOBKU H perucTpanuu 10KyMEHTOB, 0COOCHHOCTEW TMOJITrOTOBKH U
1 3¢ PEeKTUBHO HOJKUTHKH B OBIACTH JIOKYMEHTOB, KOHTPOJIS UX pETHUCTpAIMN JOKYMEHTOB, KOHTPOJIA X MUCIIOJHEHUS perucTpanuu 10KyMEHTOB,
MoJIy4aTh HCIOJIHEHUS KOHTPOJIE MX MCIIOJIHEHUS KOHTPOJIS UX UCITOJTHCHUS
HH()OPMATHKH
FOPUINYECKU
SHAUIMYIO YMeer: npUMeEHSATH He cnioco6en onpenensits HcnbITIBAET 3aTpyAHEHUS B CnocobeH onpenensiTh CnocobeH BBICTYIIaTh
HHPOPMAIHIO U3 COBPEMCHHBIE 0COOCHHOCTH TIOATOTOBKH OTIpEZIeTICHUN OCOOEHHOCTEH 0COOCHHOCTH TIOATOTOBKH KOHCYJIbTAHTOM B BOIIpOCax
OIIPE/ICJICHHOr0 BHIa MOJArOTOBKH ONPEACICHHOIO OIIPEJICTICHHOrO BUIa OTIpeAeIeHNsT 0COOEHHOCTEH
pasIuYHBIX I/IH(I)OpMaHI/IOHHI)IC pen 6 A A pen 6 pen 5 A pen
OKYMEHTa, CO00pa3yscCh ¢ BHJA JOKyMEHTa, CO00pa3ysch C OKYMEHTa, CO00pa3ysch ¢ MOJArOTOBKHU OIIPEACICHHOIO
HCTOYHHUKOB, TEXHOJIOTHUHU OJId ITOUCKa AOKY L p uy Aan Uy T pasy AOKY. L p }1 A pea 6
. | IPaBOBOM CUTyallueH NPaBOBOM CUTYaIlUEH MPaBOBOU CHTyallueH BUJa JOKYMEHTa, COO0Opa3ysch ¢

BKITIOUAsT 1 06paboTKu IpaBoBoit | ¥ y p y p Yy 4 : pasy.

npaBoBbIe 0a3bl
JTAHHBIX, PEIIATh
3a1auu
po¢eCCHOHATBH
Ol AeSTENbHOCTH
C IpUMCHEHUEM
HHPOPMAIIMOHHEI
X TEXHOJIOTUH U C
y4eToM
TpeOoBaHMI
nHpopManmoHHO
11 6€30MacHOCTH

UHQOPMAIIH,
odopmiteHUS
FOPUINIECKIX
JIOKYMEHTOB 1
MIPOBEICHUSI
CTaTHCTHYECKOTO
aHaym3a nHGOpMaIIUH;

[IPaBOBOM CUTyalUeil

Baageer: HaBbIKaMU
cbopa u 00paboTKu
nHpOpMAIIH,
MMEIOILIEH 3HAUYCHNE
JUTSL peaTn3aliu
IPaBOBBIX HOPM B
COOTBETCTBYIOLINX
chepax
npohecCHOHANBHON
JeSITeTIbHOCTH.

He Bnageer HaBBIKaMu
HCIIOJIE30BaHMSI KOHKPETHBIX
HOPMATHBHBIX ITPABOBBIX H
HOPMAaTHBHO-METOIMYECKIX
aKTOB IIpH paboTe ¢
JIOKyMEHTaIH1e.

Cnabo BiasieeT HaBBLIKAMHU
HCIIOJIE30BaHUs KOHKPETHBIX
HOPMATHBHBIX MPABOBBIX H
HOPMATHUBHO-METOMYCSCKUX
aKTOB IIpH paboTte ¢
JIOKyMEHTaIHe.

Brnanmeer HaBBIKaMH
HCTIOJb30BaHUs KOHKPETHBIX
HOPMATHBHBIX IPABOBBIX U
HOPMaTHBHO-METOJMYECKUX
aKTOB IpH padoTe ¢
JIOKyMEHTaIueu.

Brnaneer Ha BRICOKOM YPOBHE
HaBBIKAMH HCIIOJIb30BaHUS
KOHKPETHBIX HOPMATHBHBIX
MpaBOBbBIX 1 HOPMATUBHO-
METOANYCCKUX aKTOB IIPpU
paboTe ¢ TOKyMEHTaIueH.

YpoBeHb c(HOPMUPOBAHHOCTH KOMIIETEHIINH

Henonyctumsiii

[Toporosslit

BaszoBrlit

TToBBIIIEHHBIH
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3.3. Komnerenunu odyuyamwiuerocsi, popMupyembie B pe3yjbTare

OCBOCHHUSA NUCHHUIIINHDBI

Kon u conepxanue
KOMIETCHIIMI

HNHaukaTophl TOCTHXKEHUS] KOMIIETEHIUN

[TnarnpyemMsble pe3yabTaThl
OCBOEHMS JUCLUIUINHBI IO
JIEMEHTaM KOMIETeHIU I

OIIK-8. Criocoben
IeJICHANPABIICHHO U
3¢ peKTuBHO
MoJy4aTh
IOPUIUICCKU
3HAYAMYIO
HHPOPMALIHIO U3
Ppas3IUYHbBIX
HCTOYHHKOB,
BKJIFOYAst IPABOBbIC
0a3bl JaHHBIX,
pelaTh 3a1auu
npogeCCUOHANTBHOM
JICSITETIbHOCTH C
MPUMEHCHUEM
nH(pOpPMaLMOHHBIX
TEXHOJIOTHH U ¢
y4eTOM TpeOOBaHUi

HJ1.1 3HaeT OCHOBBI TOCYAapCTBEHHON MOJIUTUKY B
o6nacti HHGOPMATHKA

HJ/I.2 YMeeT npUMEHATh COBPEMEHHbIE
“HPOPMAIOHHbIE TEXHOJIOTHH IJIs TIOMCKA U 00pabOTKH
MpaBOBOH HH(pOPMAIIH, 0OPOPMIICHUS FOPUINIECKIX
JOKYMEHTOB M TIPOBEICHHS CTAaTUCTHYECKOTO aHaJIM3a
nHpopmaryn;

N ].3 Brageer HaBbIKaMu cOopa 1 00paboOTKH
nHpopmarmy,

UMEIOLICH 3HAaUCHNE JUIS Pealn3allii IPaBOBBIX HOPM B
COOTBETCTBYIOIIUX cepax MpoecCHOHATBHOM
JESATEIBHOCTH.

OIIK-8 31 3naThb - OCHOBBI
TOCYAapCTBEHHOH MOJIUTHKH B
00macTi HHPOPMATHKH

OIIK-8 ¥1 Ymers - IPUMEHATD
COBpEMEHHBIE
WH(POPMAITMOHHBIE TEXHOJIOTHH
JUTSI TIOUCKA B 00pabOTKH
MIPaBOBOM MH(POPMAIIHH,

o OopMIIEHUS IOPHINICCKIX
JOKYMCHTOB U ITPOBCACHUA
CTaTUCTHYECKOTO aHAIIN3a
nHDOpMaITnu;

OIIK-8 B1 Biaaern - HaBBIKAMU
cbopa 1 006paboTKH
nH(pOpMAaITHH,

MMEIONICH 3HaUCHHUE JIITS

MH(pOPMALIHOHHOH peanu3anyy NpaBoOBbIX HOPM B
0€30MacHOCTH COOTBETCTBYIOIIHX chepax
npoecCHoHaTbHON
JIEATEIBHOCTH.
4. O0béM y4eOHOH TUCHHUILINHBI
4.1. Ounas ¢popma o0yueHust
Buns! yaeGHOI paboThl 00yJaronixcst
(B yacax), B TOM UHCIIe =
S =f
= =
2 [0}
253 §
Ne OTansl OCBOCHUS TUCIUILIHHEI, = =} DopMbI
n/n TEMBI B hOpPME KOHTAKTHOH paboTsl | & E g 2 KOHTPOJIS
s =
m 8 > =
2 =
S <
N4
st | 3cr [om | ke | cp
O6BeM TUCIUIUIMHEI B 4acax: 72
O0beM QUCHHUINIMHEI B 3a4€THBIX €OUHUIAX: 2
Cemectp 2
1 OCHOBHBIE TEPMUHBI U TIOHSTHSL. 2 4 VYcTHBIi onpoc
" | CucreMbl TOKYMEHTAIINH TecTupoBaHue
IIpaBoBas 0OcCHOBA FOPUIUUECKOTO VYeTHbIN onpoc
2. | P pea 2 2 4 | OIK- P
JIeJI0Npou3BoicTBa B PO ] TectupoBaHue
CocraB u opopmieHHe
€KBU3UTOB, 00ECTICYNBAOIITIX o
3. |P ’ HI 2 4 4 YcTHBIH onpoc
IOPUAMYECKYIO CHITY, 3HAYUMOCTb
JIOKYMEHTOB B JICJIOTIPOM3BOICTBE
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JlokyMeHTupOBaHue
HOpPMAaTHBHOW MH(POPMALIUH. o
p (popman VYeTHBIN onpoc
4. | [Jemonponu3BOACTBO IO - 2 4
TectupoBaHue
oOpameHnsIM TpakaaH B OpraHax
BJIACTH
OdopmIieHre 1 COCTaBICHUE VYcerHbll onpoc
5 OpraHU3aIIOHHO- > 6 4 KontposnbHble
" | pacTopsAAUTENbHBIX JTOKYMEHTOB 3aaHuUs
OdopmIieHre 1 COCTaBICHUE VYcerHbll onpoc
6. | UHPOPMAIMOHHO-CIPABOYHBIX - 6 4 KonrpomnbHbie
JIOKYMEHTOB 3aaHuUs
OCHOBBI KaJIpOBOTO VYeTHBIN onpoc
7. | memompom3BOICTBA - 6 4 KontponsHbre
3aJaHUS
OCHOBHBIC TIPHHITHITBI VYeTHBIN onpoc
3 OpraHu3aIie JOKYMEHT0000pOoTA. ) 4 KontponsHbe
" | Perucrpanus, ydet, XpaHeHHE JIET 3aaHUS
Bcero: 8 28 32
72
[IpomexxyTodHas arTecTanus (B 4acax): 3auer 4
4.2. OyHo-3204HasA popMa 00yYeHHS
Buner yaeOHoM paboTH 00yJarommxcs
(B 4acax), B TOM YHUCIIC H
S =
= =
a o
¢854 5
Ne DTansl OCBOCHHS JTUCIIHIUINHEI, é & g = DopMbI
o TEeMEL B (hopMe KOHTAKTHOH pabOTHI 2 g 2 KOHTPOJISL
S 9 =
M S - =
= =4
8 o
= ~
3t | 3¢t [om | ke | cp
O0BEM TUCLUILIMHEI B Yacax: 72
O0BeM TUCHHIUIMHBI B 329E€THBIX SIMHAIAX: 2
Cemectp 3
1 OCHOBHBIE TEPMUHBI U TOHSTHSL. ) 6 VYerHbli onpoc
’ CucreMbl JOKYMEHTaLlUU TectupoBanue
5 [IpaBoBas ocHOBa FOPUIUUECKOTO 6 VYerHbli onpoc
’ JiesnonpousBoacTea B PO TectupoBanue
CocraB u opopmIicHHE
€KBU3UTOB, 00CCIICYHBAOIITIX N
3. P ’ N 2 8 VYeTHbli onpoc
IOPUINICCKYIO CHITY, 3HAYNMOCTD
JJOKYMEHTOB B JICJIOTIPOHU3BOICTBE
OKYMEHTHPOBaHHUE
Z[o ya cE) i1 nH(pOpMal OTIK-
HOPMAaTHBHOW HH(POPMAIHH. .
p pMmall 8 YcTHbIHM onpoc
4. | Jlenmompou3BOJCTBO MO 8
TectupoBanue
o0OpaleHusIM TpaxIaH B opraHax
BJIACTH
Odopmitenune u cocTaBieHne YcTHBIH ompoc
5 OpraHu3aluOHHO- > ] Konrposbabie
" | pacnopsAUTENBHBIX JOKYMEHTOB 3aJaHuUs
OdopmiteHne u cocTaBieHHe VYceTHslii onpoc
6. | MHPOPMAIIMOHHO-CIIPABOYHBIX 2 8 KontponbHble
JOKYMEHTOB 3aJaHuUs
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OCHOBBI KaJpOBOTO

VYeTHBIN onpoc

7. | menonpousBOIACTBA 8 KounrpomnbHble
3a1aHUS
OCHOBHBIE IPUHIINATIBI VYeTHBIN onpoc
8 OpraHU3aIH JOKYMEHTO000pOTa. 8 KonrponbHbe
" | Perucrpanus, ydet, XxpaHeHue el 3aJaHUs
Bcero: 4 4 60
72
[IpomexxyTodHas aTTecTanus (B 4acax): 3auer 4
4.3. 3aounas ¢popma o0y4eHus
Bunbl yueGHO#t paboThl 00y4aronmxcs
(B yacax), B TOM 4HCIIe =
) =
= =
2 [0}
¢s848d &
Ne Oransl 0CBOCHUS TUCIUITIHHEI, z & g =} DopMBbI
o/ TEMEL B hOpME KOHTAKTHOM paboThl | & 3 kccé é Koutpons
Q
m o ples 3
=
Z =
s o
N4
st | 3cr [om | ke | cp
OO0ObeM JMCHUILIMHEL B Yacax: 72
O0BbEM AUCUUIUIMHEI B 3a4€THBIX €AUHULIAX: 2
Cemectp 3
1 OCHOBHBIE TEPMHUHBI U IOHATHSL. 2 6 VYerHbll onpoc
" | Cucremsl TOKyMEHTALlUU TectupoBanue
> IIpaBoBas 0OCHOBA FOPUIUYECKOTO 6 VYerHbll onpoc
" | memonpousBojcTBa B PO TectupoBanue
CocraB u oopmieHHe
€KBU3UTOB, 00ECTICYNBAOIITIX o
3. P ’ N 2 8 VYerHbli onpoc
IOPUAMYECKYIO CHITY, 3HAYUMOCTD
JIOKYMEHTOB B JICJIONIPOM3BOICTBE
JloKyMeHTHpOBaHHE
HOPMAaTHBHOW MH(POPMAIHH. .
p (popman VYerHbli onpoc
4. Jenonpon3BoacTBO 1O 8
TectupoBaHnue
oOpaleHusIM rpax/JaH B opraHax
BJIACTH OIIK-
OdopmiteHHe U COCTABIICHHE 8 YcTHBI onpoc
5 OpraHu3alMOHHO- 5 8 KontpomnbHbIe
" | pacTopsAOUTENbHBIX TOKYMEHTOB 3aaHUS
OdopmiteHHe U COCTaBICHHE VYcrHblit onpoc
6. | uHGOPMAIMOHHO-CIIPABOYHBIX 2 8 KontpomnbHbIe
JIOKYMEHTOB 3a1aHUS
OCHOBBI KaJJpOBOTO VYeTHbll onpoc
7. JIEJIONPOU3BOJICTBA 8 KounrponbHbie
3a/IaHHs
OCHOBHBIE IPUHLIUTIBI VYceTHslii onpoc
3 OpraHM3aliH JOKYMEHT0000pOoTa. 3 KontponbHble
" | Perucrpanus, y4eT, XxpaHeHHE eI 3a]JaHuUs
Bcero: 4 4 60 68
ITpomexyTouHas arTectanus (B 4acax): 3aver 4

5. Conepsxkanue TUCHUILIAHBI 110 TEMaM
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Tema 1. OcHOBHBIe TepMHUHBI U NOHATHS. CHCTEMBbI JOKYMEHTALUH

OBomronMs  TEPMUHA  «IEJIONPOM3BOACTBO».  [loHATHMSA  «topuauyeckas  cuiay,
«ropUJIMYecKas 3HAYMMOCTb JOKYMeHTa». [IoHATHE «IOKYMEHT» U «HOPUIANYECKUN JOKYMEHT).
[ToHATHS «TOKYMEHTALIMOHHOE OOecreueHue YIpaBIeHUs» U «HMH(pOpMAIMOHHOE oOecrieueHue
yIpaBJICHUs: 3HAUCHHE, B3aUMOCBsI3b. CUCTEMBI TOKyMeHTanuu. TpeboBaHusl, IpeIbsIBIIeMbIe
K TEKCTaM JJOKYMEHTOB.

Tema 2. [IpaBoBasi 0CHOBA I0PHAHYECKOTO /1€JIONIPOU3BOACTBA B PD

3HaueHue ['ocyaapCTBEHHBIX CTaHIAPTOB IJIs FOPUIMYECKOrO JEIIONPOM3BOICTBA.
Cranpapruzanus UCO u cucteMa MEHEDKMEHTA KaueCcTBa B FOPUIUYECKOTO JIETOMPOU3BOJICTBE.
BenomcTBeHHblE HOpPMATHUBHBIE AaKThl B IOPUIMYECKOM Jeornpou3BojacTse. IIpobiaembl
JIOKQJIbHOTO PErJIaMEHTUPOBAHUS I0PUANYECKOTO JI€IONPOU3BOJICTBA.

Tema 3. CocraB m odopmiieHHMe PEKBHU3UTOB, 00eCHeYMBAKIIUX WPUIHYECKYIO
CHJIY, 3HAYMMOCTDb IOKYMEHTOB B [1eJIONIPOU3BOJCTBE

KonnuecTBeHHBIM M KAaueCTBEHHBIM COCTAaB PEKBU3UTOB JOKYMEHTOB. [ 'pyIIibl
PEKBU3UTOB, HeoOXoauMmble Ui 3((EKTUBHONW OpraHu3aluM JTOKyMeHTooOoporta. branku
JIOKYMEHTOB YUPEXJIECHUH, OpraHu3anui, npeanpusatuil (o0uuii, KOHKpPEeTHOro BUJia 10KyMEHTa,
IIPOJIOJIBHBIN, YTJIOBOH, CIIEHHANIbHBIN U apyrue). @opmyisip-odpasen qokymenTa. TpeboBaHus
K 0(pOPMIICHUIO PEKBU3UTOB JTIOKYMEHTOB.

Tema 4. /lokymeHTHpOBaHUE HOPMATUBHOI uHopManuu. /[e10Npou3BOACTBO MO
o0palmeHusM IpaaaH B OPraHax BJIacTH

[lonsTe mpaBoBbIX AOKyMeHTOB. OOmiue mnpaBuiaa JOKYMEHTHUPOBAHHUS HOPMAaTHUBHOM
uHpopManuu. XapaKTepUCTHKa HOPMATUBHBIX IPABOBBIX AKTOB OPraHOB T'OCYAApPCTBEHHOM
BJIACTU U MYHMIIMIAJIBHBIX IIPABOBBIX aKTOB. PacnopsauTesbHble JOKYMEHTBI: IOCTAHOBJIECHHE,
IPUKa3, pacropsiKeHue, peleHne — NopsA0K opOpMIICHHS U BBEACHUS B ICHCTBHE.

Buner oOpamenuii rpaxman. TpeOoBanus kK oQOpMIIGHHIO H Mojade oOpalieHui
rpaxat. [lopsnok moaroroBku, oopMiIeHUsI OTBETOB Ha oOparieHus rpaxaad. CocTaBieHue U
odopMIIeHHE CITY>KEOHBIX IMHCEM.

Tema S. OdopmieHne u COCTaBJeHHE OPraHM3ANMOHHO-PACIOPSANUTEIbHBIX
JOKYMEHTOB

TpeboBanus k opopmiienuto YcraBos u [lonoxenunit opranuzanmii. Ilpukas no ocHoBHOI
JesITeNIbHOCTH. BhINUCKa U3 mpHKa3za 0 OCHOBHOM JI€ATEIbHOCTU. PacnopspkeHus, HOopsAIoK UX
opopminenus. Odopmnenue [loctanoBnenuit u Pemenuii.

Tema 6. Oopmiienne u cocTaBjieHre HHPOPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB

CayxeOHble mHcbMa, BuAbl muceM. OcoOeHHOCTH O(OPMIIEHHS CONPOBOAUTENBHBIX
nuceM, MHCEeM-NpUIJallieHud, HWHQOPMAIMOHHBIX W peKiIaMHbIX mnuceM. OcoOeHHocTH
oopmieHHs NHCEM-U3BEIIEHUH, NHCEeM-TIOATBEPKICHUM, NHCEM-HAIOMUHAHUM U IHCEeM-
npereH3uit. Oco0eHHOCTH 0OPMIIEHHSI TMCEM MHOCTPAHHBIM MapTHEPAM.

OCoOEeHHOCTH JTOKYMEHTHPOBAaHUS JESATEIbHOCTH KOJUIETHANbHBIX opraHoB. IIpoTokou.
CtpykTypa TekcTa HpoTokoia. POpMbl HOJHOTO W KpaTkoro mpoTokosa. TpeOoBaHus K
0(pOpPMIICHHIO PEKBU3UTOB MTPOTOKOJIA.

CnpaBka. PasnoBuanoctu cropaBok. OcoOeHHOCTH OQOpMIIEHUS CIPAaBOK: C MeCTa
paboThl, 0 HAIMYMM MATEPHAJIOB Ha CKJIajae, O MpoJeNaHHOW pabore. AKT. PazHOBHIHOCTH
akToB. O0Opa31ibl aKTOB C YIJIOBBIM U MPOJOJIBHBIM PACIOI0XKEHIUEM PEKBU3UTOB.

Ocob6ennoctu odopmienus 3aspieHuil. CiyxeOHas, JOKIagHas M OObICHUTEIbHAS
3aMUCKH.

Tema 7. OcHOBBI KaAPOBOIO0 AeJIONPOU3BOACTBA

CtpykTypa ¥ IITaTHas YHCIEHHOCTb, IITAaTHOE paclHCaHue, MPHUKa3 O BHECEHUU
U3MEHeHUH B mTatHoe pacnucanue. OdopmileHHe TPYJOBBIX JOTOBOPOB. J[OKYMEHTHI IO
JUYHOMY COCTaBy: aBTOOHMOrpadusi, XapakTepucTuka, 3asBiieHue u Ap. [lopsaok opopmienus
IIPUKA30B IO JMYHOMY cocTaBy. POpMyIHpOBKM IPUKA30B IOJIMYHOMY cocTaBy. TpymoBas
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KHIKKa: oopmiieHre U BenaeHue. OOpasubl (GOpMyTUPOBOK 3amuceil B TPYIOBYIO KHUXKKY.
Jluctok mo ydery kanpoB, pe3tome, aHkera. [lopsSook KOMaHIMpPOBaHUS COTPYIHUKOB.
OdopmiteHne TOKYMEHTALUU 110 KOMaHAUPOBAHUIO.

Tema8. OcHOBHbIE NPUHIMIBI OPraHU3alMU JTOKyMeHTOOOOpoTa. Permcrpanus,
yueT, XpaHeHue e

Cucremaruzauust JOKyMeHTOB. HoMeHknarypa nen, MHOpSJOK €€ COIVIACOBAHMS H
yTBEpKAeHUs. Tunosas, NpuMepHas, MHANBUyallbHAs U CBOJHAs HOMEHKJIATYypsl Aei. [Ipoekr
HOMEHKJIATypbl Jen. Perucrpanusi JOKYMEHTOB, (OpPMBI PErHCTPAllMOHHBIX >KypHAJOB U
Kaprouek. llepeueHb MOKYMEHTOB, HE NOJJICKALNIMX peructpanuu. llopsmok odopmieHHs
MHCTPYKLUUU MO JIEJONPOU3BOJACTBY opranuzauuu. OO0paboTka MOCTYMAIOIUX JTOKYMEHTOB.
OO6paboTka OTHpaBIIEMBbIX JOKyMEHTOB. JIOKanbHas periaMeHTanus JOKyMEHTOOOOpOTa.
ABTOMaTH3UPOBAHHAS JIEKTPOHHAS (POpMa perucTpanuu JOKYMEHTOB.

Jleno, MOpsAJOK €ro 3aBeleHus B JEJIONPOU3BOJACTBE opranuszanuu. OOokka [1ena.
dopmupoBaHue U XpaHEHHUE el B TeKylled padore. @opmMupoBaHue el U MOATOTOBKA JIed K
cZja4ye B B€JIOMCTBEHHBIN apXUB.

CamocrositenpHas pabora

Howmep KonnuecTBo uacos

TeMLL HanmenoBanwme/conepxanne padoT 0DO 0300 | 300

Tema 1 | OcHOBHBbIe TepMHUHBI H NOHATHSA. CHCTEMBbI JOKYMEHTALMHU
[ToBTOpEeHne MaTepranoB MO KOHCIIEKTaM JIeKIuu. [IoaroToBka K TecTy. 4 6 6
[ToaroTroBka K yCTHOMY ONpOCy

Tema 2 | IlpaBoBasi OCHOBA IOPUIAMYECKOI0 AeJ10NPOU3BOACTBA B PD
[ToaroroBka K TECTy: MOBTOPEHUE MATEPUAIIOB IO KOHCTIEKTaM JICKIIHH. 4 6 6
[ToaroTroBka K yCTHOMY ONpOCy

Tema 3 | CoctaB u opopm/IeHHe PEKBU3UTOB, 00eclieYBAIOIIUX IOPHIMYECKY IO
CHJ1Y, 3HAYMMOCTDb J0OKYMEHTOB B /1eJ10NPOU3BO/ICTBE

ITonroToBka K yCTHOMY ONpOCY: TOBTOPEHHE MAaTEPHAIOB [0 KOHCTIEKTaM
JICKIIUU

Tema 4 | JlokyMeHTHpPOBaHHe HOPMATUBHOM HHopmanuu. le10npou3BoACTBO
1o 00paleHusIM I'PaKAaH B OPraHax BJIacTU 4 8 8
[ToaroroBka k TectupoBanuio. [IoaroroBka K ycTHOMY Onpocy.

Tema 5 | OdopMmiaeHue 1 cocTaB/IieHHe OPTraHU3ALMOHHO-PACTOPSIANTEIbHbBIX
AOKYMEHTOB

ITonroToBka K HaNMKMCaHWIO KOHTPOJIBHBIX 33aHUH (M3ydeHHE CTPYKTYPHI,
(hopM 1 cpeCTB M3II0KEHHUSI MaTeprala) 1o TeMe IPaKTHIECKOTO 3aHATHS.
[ToaroroBka K yCTHOMY OINpOCY: IIOBTOPEHNE MaTEPUAJIOB IO KOHCTIEKTaM
JICKIUHU

Tema 6 | OdopmiieHue U cocTaBjaeHre MHPOPMALMOHHO-CIIPABOYHBIX
AOKYMEHTOB

Wzyuenne mateprasia 1 IOATOTOBKA K ycTHOMY onpocy. IloaroroBka
HallMCaHWIO KOHTPOJBbHBIX 3aHaHHﬁ

Tema 7 | OcHOBBI KaIpOBOTO /IeJI0NPOU3BOICTBA
[ToaroroBka k yctHoMy onpocy. [IoroTroBka Kk HalMCaHUKO KOHTPOJbHBIX 4 8 8
3aJaHUH

Tema 8 | OcHOBHBbIE IPUHIIUNBI OPraHU3alNNU JOKYyMeHT0000poTa. Perucrpamnus,
yueT, XpaHeHue jaeJl.

TloaroroBka k ycTHOMY orpocy. [IoAroToBka Kk HaMCaHWIO KOHTPOJIbHBIX
3aJaHUH.

Hroro: 32 60 64
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6. OueHouyHble MaTepUAaIbI 1JIsl IPOBEAEHUS POMEKYTOYHOM aTTeCTAIIMH U TeKYLIero KOHTPOJIsl yCIeBaeMOCTH 10 JMCIUIJIHHE

6.1. [TacmopT OLIEHOYHBIX MATEPHUAJIOB /IVIsl IPOBEEHUS TEKYIIEro KOHTPOJISl YCIIeBAeMOCTH M NMPOMEKYTOYHOM aTTecTalluu

HanmenoBanue
TEMBI

KonTtpoaupyemas
KOMITETEHIIHS

Tun xoHTpOISA

Bun koHTpOIsS

HanmeHoBanMe OIICHOYHOTO
cpencraa

[Tnanupyemble pe3yabTaThl OCBOCHUS
JVCIUIUIMHBI 110 3JIEMEHTaM KOMIIETEHINI

[Tema 1. OCHOBHBIE TEPMUHBI
m oHsATHA. CHCTEMBI
ITOKyMEHTaIN!

Tema 2. IIpaBoBast ocHOBa
FOPHINTICCKOTO
nenonpousBoacTsa B PO

Tema 3. CocTaB u

o opMIIeHHE PEKBU3HUTOB,
00eCIIeUNBAOIIUX
FOPUIUYCCKYO CHITY,
BHAYUMOCTH I[OKyMeHTOB B
ITeIOMPOU3BOICTBE

Tema 4. JlokyMEHTHpPOBaHUE
HOpPMaTHBHON MH(pOPMAIHH.

OIIK-8. Criocoben
LIeJICHATIPaBJICHHO
u 3¢ dexTuBHO
MOJTy4JaTh
IOPUIMYECKU
3HAYUMYIO
nHpopManuio u3
Ppa3IMuHBIX
HCTOYHHKOB,
BKJIFOUast
IIpaBOBbIe 0a3bI
JIaHHBIX, peraTh
3a7a4u
podecCHOHANBEHO
It IeSITeIbHOCTH C
IIPUMEHEHNEM
nH(pOpPMaIMOHHBIX
TEXHOJIOTUH U ¢
y4eTOM
TpeboBaHU
nHGOPMATMOHHOM
6e3omacHOCTH

TEKYIIHH

YCTHBIN; TUCbMEHHBIN

Yceruslii onpoc TectupoBanue

OIIK-8 31 3naTh - OCHOBBI
TOCYJapCTBEHHOH MOJIIMTHKH B 00JIaCTH
nH(GOPMATHKH

TEKyIIHH

MUCbMEHHBIN

VYcerHbll onpoc
TectupoBanue

OIIK-8 31 3naTp - OCHOBBI
TOCYJapCTBEHHOH MOJIIMTHKH B 00JIaCTH
WHPOPMATHKH

OIIK-8 Y1 Ymersb - IPUMEHATH
COBpEMEHHBIE HHPOPMATMOHHEIE
TEXHOJIOTHH JJIS TIOUCKa U 00paboTKH
MpaBoBoil nH(popManuu, ohopMICHHAS
IOPUANYECKUX JIOKYMEHTOB U IIPOBEICHUS
CTaTUCTHYECKOTO aHAIM3a HHGOpMaIUU

TEKYIIHNH

MMMCbMEHHBIA

VYeTHbli onpoc

OIIK-8 31 3naTh - OCHOBBI
rOCYJapCTBEHHOH IOJIMTUKH B 00J1aCTH
WH(GOPMATHKH

OIIK-8 ¥1 YMmeTsb - IPUMEHATH
COBpeMEeHHbIE HH(OPMAIIMOHHBIE
TEXHOJIOTHH IS TOUCKa U 00paboTKH
paBoBoil nHpOpMaIuu, 0ohopMIICHHS
IOPUIUYECKUX JIOKYMEHTOB U TIPOBEICHHUS
CTaTUCTHYECKOT0 aHaJIM3a HHQOpMaIMU

OIIK-8 B1 Baagers - HaBbIKamMu cOopa 1
00paboTku uHpoOpMaIny,

MMEIOIIeH 3HaUeHHE IS PeaTn3aliu
MIPABOBBIX HOPM B COOTBETCTBYIOIUX
cthepax mpodeccnoHAILHON TeITeTEHOCTH

TEKyIIHH

MUCbMEHHBIN

TectupoBanue
VYeTHbM onpoc

OIIK-8 31 3naThL - OCHOBBI
TOCy/IapCTBEHHOM MOJIIMTHKHU B 00JIACTH
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HanmenoBanue
TEMBI

KonTtpoaupyemas
KOMIIETEHITHS

Tun xoHTpOISA

Bun koHTpOIsS

HanmeHoBanMEe OIICHOYHOTO

cpencrsa

[Tnanupyemble pe3yabTaThl OCBOCHUS
JUCLUIUIMHBI IO 3JIEMEHTaM KOMIETESHIUIT

/{enonponu3BoOICTBO IO
0OpaIeHNsIM IpaXkKaaH B
OpraHax BJIacTH

Tema 5. OdopmieHue U
COCTaBIICHHE
OpraHU3aI[HOHHO-
pacTIopsIAMTETBHBIX
ITOKYMEHTOB

Tema 6. Odopmiernue u
COCTaBIICHHUE
MH(POPMAIIHOHHO-
CIPaBOYHBIX JOKYMEHTOB

WHPOPMATHKH

OIIK-8 Y1 YmeTnb - IPUMEHATH
COBpEeMEHHBIE MHPOPMAIIHOHHBIE
TEXHOJIOTHH JJIs TOUCKA U 00paboTKH
MIpaBOBOM HHQPOpPMAIUH, 0POPMITCHIS
IOPUIMYECKUX JOKYMEHTOB U POBEICHUS
CTaTHCTUYECKOT0 aHAJIN3a HHPOPMAIHH

OIIK-8 B1 Buasers - HaBbIKaMH cOopa u
00paboTku nHpOpPMAaLNH,

UMEIOIIeH 3HAUCHHE [UIS peaTn3aliin
IMPAaBOBBIX HOPM B COOTBETCTBYIOIIUX
cthepax npodeccHoHATEHON AESITETLHOCTH

TEKyIIUH

YCTHBII; TUCbMEHHBIN

VYeTHbll onpoc
KoHTtposbHbIe 3a1aH1s

OIIK-8 31 3naTp - OCHOBBI
TOCYJapCTBEHHOH MOJIIMTHKH B 00JIaCTH
WHPOPMATHKH

OIIK-8 Y1 Ymersb - IPUMEHATH
COBpEMEHHbIE HHPOPMALTMOHHEIE
TEXHOJIOTHH JIJIS TIOMCKa M 00pabOTKH
NpaBoBOH HH(pOpMAIHU, OPOPMIICHHUS
IOPUANYECKUX JIOKYMEHTOB U IIPOBEICHUS
CTaTUCTHYECKOTO aHaIM3a HHGOpMaIUU

OIIK-8 B1 Biajersb - HaBBIKaMH cOOpa U
00paboTku nHpOpMALUH,

HUMEIOIIEH 3HAYCHUE [T PeaTn3al[iu
MPaBOBBIX HOPM B COOTBETCTBYOIIIUX
chepax npodeccHoHaILHON ACSITeIbHOCTH

TeKYIIM

YCTHBIN

VYeTHbll onpoc
KourtposbHbie 3a1aH1s1

OIIK-8 31 3naTth - OCHOBBI
rOCy/IapCTBEHHOM MOIIMTHUKHU B 00JIACTH
WHPOPMATHKHU

OIIK-8 ¥1 YMmeTb - IPUMEHATD
COBpEMEHHbIC MHPOPMAIIMOHHBIE
TEXHOJIOTHH JUIsI TIONCKa U 00paboTKH
1paBoBoi mHMOpMaIKu, 0hOopMIICHHS
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HanmenoBanue
TEMBI

KonTtpoaupyemas
KOMIIETEHITHS

Tun xoHTpOISA

Bun koHTpOIsS

HanmeHoBanMEe OIICHOYHOTO

cpencrsa

[Tnanupyemble pe3yabTaThl OCBOCHUS
JUCLUIUIMHBI IO 3JIEMEHTaM KOMIETESHIUIT

Tema 7. OCHOBBI KaApPOBOTO
IMEeTOTPON3BOCTBA

Tema 8. OcHOBHBIE
[IPUHLIMIIBI OPraHU3aLuN
IMOKYMEHT0000pOoTa.
Perucrpanus, yder,
XpaHEeHUEe JIes

IOPUTUYECKUX IOKYMEHTOB U MPOBEACHUS
CTaTHCTUYECKOT0 aHAIN3a HHPOpMAIHH

OIIK-8 B1 Baajersb - HaBBIKaMH cOOpa 1
00paboTku uHpopMaLny,

UMEIOIIEH 3HAYCHUE [T PeaTn3alliu
MPaBOBBIX HOPM B COOTBETCTBYIOIIUX
chepax npodeccHOHATLHON ACSITeIbHOCTH

TEeKYLIUI

VYeTHbIH onpoc

YCTHBIN KontponbHble 3a1aH1s

OIIK-8 31 3uaTh - OCHOBBI
TOCYAapCTBEHHOMH IMOJIMTUKU B 00JIaCTH
HH()OPMATHKH

OIIK-8 ¥1 YmeTsb - IPUMEHATD
COBpeMEeHHbIE HH(OPMALIMOHHBIE
TEXHOJIOTHH JJI TOUCKa U 00paboTKH
NpaBoBOH MH(pOpMALNHU, OPOPMIICHHUS
IOPUIUYECKUX JTOKYMEHTOB U TIPOBECHHUS
CTaTUCTHYECKOT0 aHaJIM3a HHQOpMauu

OIIK-8 B1 Biaaern - HABBIKAMHU c60pa u
00paboTKu HH(pOpMaInY,

MMEIOIICH 3HAYCHHE IS Peau3aliu
MPaBOBBIX HOPM B COOTBETCTBYIOIIUX
chepax npodeccHoHAILHON ACSITeIbHOCTH

TEKYIHH

VYeTHbli onpoc

YCTHBIN KontponbHsle 3ananys

OIIK-8 31 3naTh - OCHOBBEI
rOCyJapCTBEHHOH IOJIMTUKH B 00J1aCTH
WHGOPMATHKH

OIIK-8 ¥1 YMmeTsb - IPUMEHATH
COBpeMEeHHbIE HH(OPMAIIMOHHBIE
TEXHOJIOTHH JJIS TIOMCKa U 00paboTKU
paBoBO MH(pOpMALNHU, OPOPMIICHUS
IOPUIUYECKUX JIOKYMEHTOB U TIPOBEICHHUS
CTaTUCTHYECKOT0 aHaJIn3a HHQOpMaIuU

OIIK-8 B1 Baanerhb - HaBBIKAMHU
WCTIOJIb30BaHUsI KOHKPETHBIX HOPMATHUBHBIX
[IPaBOBBIX U HOPMATUBHO-METOANYECKUX aKTOB
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HanmenoBanue
TEMBI

KonTtpoaupyemas
KOMIIETEHITHS

Tun xoHTpOISA

Bun koHTpOIsS

HanmeHoBanMEe OIICHOYHOTO

cpencrsa

[Tnanupyemble pe3yabTaThl OCBOCHUS
JUCLUIUIMHBI IO 3JIEMEHTaM KOMIETESHIUIT

Bce TeMbl TUCLIUIIIIMHBI

npu paboTe ¢ TOKYMEHTalUeH.

TIPOME)KY TOUHBIH

YCTHBIN

3aueT

OIIK-8 31 3naTh - OCHOBBI
rOCyIapCTBEHHOW IONUTHKH B 00J1aCTH
WHPOPMATHKH

OIIK-8 ¥1 Ymertsb - IPUMEHATD
COBpEeMEHHbIE HH(OPMALIMOHHBIE
TEXHOJIOTHH JJIsI TOUCKa U 00paboTKH
npaBoBOH HH(pOpMALNHU, OPOPMIICHHUS
IOPUIUYECKUX JTOKYMEHTOB U TIPOBEICHHUS
CTaTUCTHYECKOT0 aHaJIn3a HHQOpMaUU

OIIK-8 B1 Buasers - HaBBIKaM# cOopa
00paboTKu uHpOpMaLnH,

MMEIOIIeH 3HAUCHHE [UIS pean3aliin
MPaBOBBIX HOPM B COOTBETCTBYIOIINX
chepax npodeccHOHATLHON ACSITeIbHOCTH
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6.2. Onucanue nokasaresjed U KpuTepueB OLlEHUBAHNS KOMIIETEHIMH HA Pa3JIMYHbIX
Tanax ux (ppopMupoBaHUsA, ONMCAHME IIKAJ OLlEHUBAHUS

K cpenctBam orieHMBaHUS KOMIETCHIIMA HA Pa3IMYHBIX dTamax uxX (popMHpOBaHUS MPH
W3YYEHUU JUCHUIUIMHBI OTHOCSATCA: YCTHBIM OMNPOC, TECTUPOBAHUE, KOHTPOJBHBIE 3a/JaHUS U
3a4er.

Kpurepun onenuBanus:

- IOJIHOTA OTBETOB;

- CTEIIEHb OCO3HAHHOCTH, TOHUMAHUS U3yYEHHOTO;

- SI3BIKOBOE O(hOpMIIEHHE OTBETA — YETKOCTh U MPABHIIBHOCTh PEYH;

- CTEIIEHb CAMOCTOSATEIbHOCTH BBIIIOJIHEHHUS IEUCTBHUS;

- OCO3HAHHOCTb BBINIOJIHEHUS JICUCTBUS;

- BBINIOJIHEHHE JCHCTBUN B HE3HAKOMOW CUTyalluu (BBINOJHEHHUE 3aJJaHUN TBOPYECKOTO

ypoBHs);
- eraTI/IBHOCTI), KOMMYHI/IKaTI/IBHOCTI), KOMIICTCHTHOCTD.

[Ikaya oleHMBaHKS U ONIMCAHKE MOKA3aTEIEH OLEHUBAHUS IJIsl YCTHOI'O OIPOCA C
ompezieieHueM YPOBHEH c(hOpMUPOBAHHOCTH

banpnas OmnucaHue nmoxasaresnei olleHUBaHUA Yposenb
IKaga c(hOpMHUPOBAHHOC
OIICHUBAHUS TH KOMICTSHIIUI

- OTBETHI HA MOCTABJICHHBIC MPEMOAaBATEIIEM BOIPOCHI U3JIararoTCs JIOTUYIHO,
MOCJICIOBATEILHO U HE TPEOYIOT MOMOJHUTEIBHBIX MOSCHCHUH;

- TOJHOCTBIO PACKPBIBACTCSA CYTh I[OCTABJICHHOTO BOIPOCA; CIAIOTCS
000CHOBaHHBIE BEIBO/IHI;

- JIEMOHCTPUDPYIOTCS  TJIyOOKHE 3HaHHS U  CBOOOJHOE  BJaJICHUE
TEOPETHYESCKUM MaTCPHAIIOM;

- Marepuall HM3JaraeTcs TPAMOTHBIM  S3bIKOM, TOYHO HCIIOJBb3YETCs
TEPMHHOJIOTUs

«OTIUYHO» MTOBBIIICHHBIN

- OTBETHl Ha IOCTABIEHHBIE BOIPOCHl M3IArarTCs CHCTEMATU3UPOBAHO H
HOCJIE0BATENBHO;

- y4yeOHbI MaTepHan H3Jlaraercsi yBEpEeHHO, HO HE B TIIOJIHOM o0beMme
PacKpBIBAIOTCS TPUYNHHO-CIIEICTBEHHBIE CBS3H;

- JIEMOHCTpUpYETCS yMEHHE aHaIW3MpPOBaTh MaTepHal, OJHAKO HE BCE
BBIBOZIBI HOCSIT apTyMEHTHPOBAHHBIN U JJOKa3aTENbHBIA XapakTep;

- IOIyCKaeT HETOYHOCTH NP OCBEIIEHUH OCHOBHOTO COAEPIKAaHHUS OTBETA, HO
HCTIpaBIAeT X 0e3 HABOSIIUX BOIPOCOB MPETOIaBaTeNs;

- Ha BOTIPOCHI JIa€T TOYHBIE 1 0OOCHOBAHHbIE OTBETHI C HEOOJIBIINMHU
NOMPAaBKaMH NpenoaBaTes

«XOpOILO» 06a30BbIi

- JIOIIyCKAIOTCS HapyIIEHKs B OTBETaX Ha BOIIPOCHI IIPENOAABATENS;

- HE MOJIHOCTBIO PACKPBIBAIOTCS IPUYMHHO-CIIECTBEHHBIE CBSI3M;
«YJIOBJIETBOP | - JIEMOHCTPUPYIOTCS NOBEPXHOCTHBIE 3HAaHUSA MPOUJEHHOIO MaTrepuana,
WTEJIBLHO HCIIBITBIBAET 3aTPYIHEHMSI C BBIBOJIAMY;

- IIPY HEJOCTATOYHOM 3HAHHH TEOPETHYECKOr0 MaTepHalia JEMOHCTPUPYETCS
c(hOopMHPOBAHHOCTH MPAKTHYECKUX HABBIKOB U YMEHUH

[Hoporoserit

- OTBEYAET HEeTOCIeA0BATEIHHO U COMBUNBO;

- TIpY U3JI0KEHUH IPOWICHHOTO MaTepHaa HeT JIOTHIECKOH CHCTeMaTH3aIH
1 HE PACKPBIBAIOTCS TPHYNHHO-CIICICTBCHHBIE CBS3H;

«HEYIIOBIIETBO | - HE MOXET C/IaTh BBIBOJIBI IT0 H3YUYEHHOMY MaTepHaiy;

PHUTEIHHO - IEMOHCTPHUPYET IHOJHOE HE3HAHHE TEOPETHUECKOTO MaTepHaia; IOIyCKaeT
rpyOble OIIMOKH B OIIPEAEICHHUIX U TEPMUHAX;

- JIOIycKaeT TpyOble OMIMOKM NP OTBETaxX Ha IOCTABJIEHHBIE BONPOCHI WM
BOBCE HE OTBEUAET HAa HUX

HEJIOTY CTUMBIN
(KOMITETEHITUS HEe
OCBOCHA)
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[IIxasa orieHMBaHUA U OIMCAHUE MTOKA3aTEIEN OLIEHUBAHUS AJIAl TECTOBLIX 3aJJaHUM C

orpezieNieHueM YpOBHEH c(hOpMUPOBAHHOCTH

banpnas mkana
OILICHUBaHUS

Onucanue moKa3aTelei OLCHUBaHUA

YpoBeHb
c(hopMUPOBaHHOC
TH KOMIICTCHIIUH

«OTIUYHO

OTBET TIOKa3blBaeT TIIyOOKOE ¥ CHCTEMaTHYeCKOE€ 3HAaHUE BCETro
MPOTrPaMMHOI0 MaTepuaja U CTPYKTypbl KOHKPETHOTO BONpoca. A Takke
OCHOBHOTO COJIEpKaHMS W HOBAILMH JICKIIMOHHOTO Kypca IO CPaBHEHHUIO C
yaeOHo# nurepaTypoit. OOydJarommics NeMOHCTPHPYET OTUYETIMBOE H
cBOOOHOE BJIAJICHHE KOHLENTYaIbHO-TIOHATHIHBIM amnapaToM, HayYHBIM
SI3BIKOM HMTEPMHHOJIOTHEH COOTBETCTBYIOIIEH Hay4dHOH oOmacTH. 3HaHHe
OCHOBHOH JIMTEpPaTyphl U 3HAKOMCTBO C JOTOJIHUTEIHHO PEKOMEHIO0BAHHOM
auteparypoid. Jlormuecku KOpPpeKTHOE U YyOEOUTENIbHOE H3JI0KEHHE
OTBETOB.

IToBBIIIEHHBIN

«XOpomo»

3HaHWE Y3JIOBBIX TPOOJEM TPOrpaMMbl M OCHOBHOTO COZIEPKaHUS
JIEKIIMOHHOTO Kypca; YMEHHE I10JIb30BaThCi KOHIENTYaJbHO-IMOHATHHHBIM
anmapaToM B IpOIecCe aHalu3a OCHOBHBIX NPoOIeM B paMKax JaHHOH
TEeMbl, 3HaHHE BaXHEHIIMX paboT U3 CIOUCKA PEKOMEHIOBaHHOM
JUTEpaTyphl. B 1e70M JIOTHYECKH KOPPEKTHOe, HO HEe BCErAa TOYHOE U
apryMEHTHPOBAHHOE M3JI0KEHHUE OTBETA.

0a30BbIi

«YHOBJICTBOPUT
CJIIBHO»

3HAaHHUC OCHOBHBIX M BaKHCHIIIMX pa3acyoB NporpaMmal, (bparMeHTapHLIe,
MOBCPXHOCTHBIC 3HaHUA MaTepHraioB nporpamMmbl 1 COACPIKaAHU
JICKIIMOHHOT'O Kypca; 3aTPpyAHCHUA C HCIIOJIB30BAHUEM HAay4HO-
MIOHATHIHOTO arrmapara 1 TCpMHUHOJOTUA y‘Ie6HOI>i JUCHUITIIINHBI; HCIIOJIHOC
3HAaKOMCTBO C peKOMCH,Z[OBaHHOfI J'IPITGpaTypOﬁ; YaCTUYHBIC 3aTPYAHCHUSA C
BBITIIOJIHEHHUEM MPCAYCMOTPCHHBIX HpOFpaMMOﬁ SaZ[aHHﬁ; CTPECMIJICHUC
JIOTUYCCKU OMMPEACIICHHO U MOCJICOBATCIIbHO U3JIOKHUTH OTBET.

[Hoporoserit

«HCYOOBJIETBOD
HUTCIIBHO»

He3HaHHe, JIM0O OTPHIBOYHOE MIPEACTABICHUE O JaHHOM MpodieMe B paMKax
y4eOHO-MPOrPaMMHOI0 MaTepualia; HEyMEHUE HCIOJIb30BaTh MOHITHHHBIN
amnmnapar; OTCYTCTBHE JIOTUYECKOM CBSA3U B OTBETE.

HEJIOIY CTUMBIN
(KOMITETEHIUS He
OCBOEHA)

[ITxana oueHNBaHMS U OMMCAHUE MMOKA3aTENEH OIIEHUBAHUA MJISI KOHTPOJIbHbBIX

3a/IaHuUi, C OIlpeJielIeHueM YpOBHEN C(OPMUPOBAHHOCTH

BanpHas mkana Omnucanue noka3aTeseii OleHUBAHUS YpoBeHb
OLIEHUBAHUS c(hOpPMHPOBAHHOCTH
KOMIIETEHIIMH
«OTIIMYHOY - 3aJaHWe BBHIIOJHCHO TPAaBHIBHO H B IONHOM o00OBeMe, coriacHo | [loBbIIEHHBIN
MPEABSBIIEMBIM TPEOOBAHHSM;
- clleNlaHbl apryMEHTUPOBAaHHbBIE BBIBOJIBI;
- TPOSIBIICH TBOPYECKHU MOJAXOJ U JEMOHCTPALUS PAIMOHAJBHBIX CIIOCOOOB
KOHKPETHOH MMOCTaBJIeHHOH 3a/1a4H;
- CaMOCTOSATEIILHO U TIOCJICIOBATEIbHO JAeT OTBETHl HA JIOTIOJHUTEIIbHBIC
BOTIPOCHL.
«XOPOIIO» - 3aJaHWe BBHIIONHCHO TPABWIFHO H B TIOJHOM 00BEMe, COTJIaCHO | 0a30BBII
MPEABSABIIEMBIM TPEOOBAHHSAM;
- clIeTaHbl Cl1abo apryMEHTHPOBAHHBIE BHIBO/IBI;
- TIOKa3aHbl 3HaHUS B IpejiesiaX n3y4aeMOoi TUCIMITIMHBI,
- IONYUICHBI HEJIOYETHI.
«YHOBJICTBOPUTEN | - 3aJaHUE BBIIOJIHEHO HE B IOJHOM O0OBEMe, COIVIacCHO mpenbaBisieMblM | [loporossrit
BHO» TpeOOBAHHSM;
- cIeTIaHbl HE OCTATOYHO apTYMEHTHPOBAHHBIE U TIOJIHBIE BHIBOIBI;
- HapyIIeHA JIOTUKA BHIITOTHEHUS 3aJaHuUs;
- MIOKa3aHbl He JJOCTATOYHBIC 3HAHHS U3y4aeMOU TUCIIATUTAHEI
- TOTYIICHBI ¢IMHUYHBIC CYIICCTBEHHbBIC OIHOKH.
«HEYJIOBIIETBOPH - 3aJJaHUE HE BBIMOJIHCHO, HEJIOIy CTUMBIH
TENHHOY - BBITIOJTHEHO HE BEPHO; (KoMmeTeHIHs He
- JIOTyIICHHBIE HEMOCPEICTBEHHBIC OIMMOKHA C HEMOCPEACTBEHHOW MOMOLIBIO | OCBOCHA)
MpenoaBaTeds.
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[ITxana oueHMBaHKS U OMMCAHUE MOKA3aTENEN OLIEHUBAHUA MJISl 3a4€Ta, C ONPEIACIECHUEM
YPOBHEH CHOPMHUPOBAHHOCTH

Bunaphnas OnucaHue noka3saTesneil OleHuBaHUs YpoBeHb
IIKaja c(hOpMUPOBAHHOCTH|
OLICHUBAHHMS KOMIIETCHIIMU
«3aUTCHO» - B IIOJIHOM 00BeMe HM3JIaraeT y4eOHbId MaTepHual; [ToBbIIEHHBIH

- JIOITyCKAeT HECYIICCTBEHHBIC OIMUOKH M UCIPABIISACT UX CAMOCTOSATECIBHO FITH
MOCJIE YKa3aHUs HA HUAX MPEroiaBaTeieM;

- OpU U3NOKCHUU MPOWUACHHBIX pa3/esiOB IMOMYEPKUBACT CYIICCTBEHHbIC
NPU3HAKKA U3YYCHHOTO MPEIMETa;

- BBIIENSCT NPUYUHHO-CIICJACTBCHHBIC CBs3W; (OpMYJIHpyeT BBIBOJABI H
00001IaeT MaTepHall.

«HE - HE MOJKET BBIICIIUTh CYLIECTBCHHbIE MPU3HAKH U3YUCHHOT'O MPEMETa; Henomycrumbiii
3aYTCHOY - 3aTPyJHSETCS TpPH BBIIBICHHM MPUYMHHO-CICJICTBCHHBIX CBS3¢H U | (KOMICTCHIIHS HE
(hopMyITUPOBKE BBHIBOJIOB; OCBOEHA)

- TPU OTBETAaX HA BOMPOCHI MPEMOAABATENS JOIYCKACT rpyOble OIIMOKH HIIH
BOBCE HE OTBEYAET HA HUX;
- IEMOHCTPHUPYET NOJTHOE HEe3HaHHE MPOIIEHHOT0 MaTepuaa.

6.3. IlepeyeHb OLIEHOYHBIX CPEACTB /ISl TEKYIEr0 KOHTPOJIS yCIIeBaeMOCTH
IIpuMepHBbIii NepedYeHb BONPOCOB /ISl YCTHOI'O OIIpoca

[TonsTHE «IETONIPONU3BOICTBOY.
[ToHsTHS «XOpUAMYECKAS CHIIa», KIOPUAUYECKAS 3HAYMMOCTD JOKYMEHTa
[TonsTHE «TOKYMEHT» U «IOPUIAHYECKUMN «TOKYMEHT.

4. TloHATHA «IOKYMEHTAIlMOHHOE OOEeCHeueHHe YIpPaBICHUS» U «HUH(OpMALMOHHOE
oOecrnieueHre yrnpaBICHUs»

5. CucreMbl JOKyMEHTALHH.

6. Pa3BuTHEe TEpMUHOJIOTMYECKOTO ammapara JAeJ0NpOr3BOICTBA.

7. 3HadeHue ['ocy1apCTBEHHBIX CTAaHAAPTOB JUIS FOPUANYECKOTO JEIONPOU3BOICTBA.

8. Crannaptuzamuss MUCO wu cucrema MeHEI)KMEHTa KayecTBa B IOPHAMYECKOM
JIEJIONIPOU3BOJICTBE.

9. BenoMcTBEeHHBIE HOPMAaTUBHBIE AKTHI B IOPUIUYECKOM JI€JIONPOU3BOJICTBE.

10. IIpo6Giemsl JIOKAIBHOTO PETIaMEHTUPOBAHUS IOPUIHMUECKOTO JAeTONPOU3BOICTBA.

11. 3nayenne 3akoHa «OO apxuBHoM Jene B P®» g 0pUIUYECKOro
JIEJIONIPOU3BO/ICTBA.

12. 3apyOexHbIi OIBIT IPaBOBON 00€CIIEYEHHOCTH FOPUINUECKOTO AEIONPOU3BO/ICTBA.

13. IIpaBoBas pernamMeHTaIys IEKTPOHHOTO JOKYMEHTO000pOTa.

14. KonnyecTBeHHbIN M KaU€CTBEHHBIN COCTaB PEKBU3UTOB JOKYMEHTOB.

15. TpeGoBanus Kk 0HOPMIIEHUIO PEKBU3UTOB MPOTOKOJIA.

16. I'pynmibl  pexkBU3UTOB,  HeoOxoaumble Uit  3()PEKTUBHOM  OpraHu3aluu
JIOKYMEHTOO000pOTa.

17. PekBU3UTBI Kak CpPEJICTBO OOECTICUCHHS IOPUIUYECKON CHIBI W IOPUIHNYECKOU
3HAYUMOCTH JOKYMEHTA.

18. BaxxHOCTh PEKBU3UTOB TSI CO3/IaHMS €TMHOTO HH(POPMAITMOHHOTO TPOCTPAHCTBRA.

19. Odopmnenue 61aHKOB OpraHU3AIIH.

20. IlonsATHE MpaBOBBIX JOKYMEHTOB.

21. XapakTepucTHKa HOPMAaTHUBHBIX IPABOBBIX AKTOB OPIaHOB rOCYAapCTBEHHON BIacTH
Y MYHULIUTIATbHBIX IPABOBBIX AKTOB.

22. PacnopsauTenbHble JOKYMEHTBI: IOCTAHOBJIEHHE, IPUKA3, PACIIOPSDKEHUE, PEIICHNE
— HOpSAA0K 0()OpMIICHHS U BBEJICHUS B JICHCTBUE.

w =
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23. Bunapl oOpalieHuii rpax/jaH.

24. TpeboBanus K 0OPMIICHHUIO U TI0JIaYe OOPAIICHUH TpakIaH.

25. Tlopsnok moAroTOBKH, O(pOPMIICHHS OTBETOB Ha OOpAIICHUs TPaKIaH.
26. CocraBiieHre 1 0hOpPMIICHHE CITY)KEOHBIX THCEM.

27. Odopmienus akra.

28. OdopmieHus MPOTOKOJIOB.

29. Bunsl 3asBiieHu#, uX opopmIIeHUE.

30. OdopmieHHs TPOTOKOIIOB.

31. OO6paboTka BXOIANIMX M UCXOISAIINX JTOKYMEHTOB.

32. ®opmupoBaHue U 0hOpPMIICHUE JEN.

33. Xpanenue, nepeaya 1 YyHUUTOKCHHUE JIE]I.

34. TloaroroBka JOKYMEHTOB K IlepeJiaye B apXuB.

35. JlokanbHas periiaMeHTanus J0KyMeHTo000poTa.

36. Texuuueckue cpeliCTBa YIPaBICHHs B OpraHU3alluu JOKYMEHTO000pOTa.
37. OnepaTUBHOE XpaHEHUE TOKYMEHTOB.

38. Tlopsaok MPOXOXKIACHHS BXOAAIIUX U UCXOSIINX IOKYMEHTOB

IIpumepHbIe TeCTOBbIE 32 JaHUSA

1. JlIokymeHT — 3T0:

A) IluceMeHHOE CBUIETENBCTBO, JOKA3aTEIbCTBO;

b) CocraBnennblii B MOpsAaKe, MPEIyCMOTPEHHOM 3aKOHOM, aKT, YIOCTOBEPSIOIINN
opuaAnYecKuil GakT (poxaeHHe, BCTYIUIEHUE B OpaK) WM IPEICTaBIISIOIINN IPaBO HA YTO-TM00
(muruIoM, 3aBeIlaHue);

B) 3adukcupoBannas Ha MaTepuaTbHOM HOCUTENE HH(POPMALMS C PEKBU3UTAMH,
MO3BOJISIOIIMMU €€ HICHTU(UITUPOBATS.

2. 1e101pOU3BOACTBO — ITO:

A) Ortpacip faeATeNbHOCTH, OOecreuuBaroIias JOKYMEHTUPOBAaHME M OpraHU3aIUI0
paboThl ¢ OPUIHATIBEHBIMU TOKYMEHTAMU;

b) BeneHue KaHUENApPCKUX J€J, COBOKYIMHOCTh pPa0OT MO JOKYMEHTHPOBAHUIO
JEeSTEIbHOCTH YUPEXKICHUS U TI0 OpraHU3aliy JOKYMEHTOB B HEM;

B) CoBokynmHOCTh pPabOT MO JOKYMEHTHPOBAHUIO YIPABICHUECKOW JEATEIIbHOCTH
YUpEXKJIEHUH U 110 OpraHu3aluy paboThl C JOKYMEHTAMHU B 3THUX YUPEXKICHUSAX.

3. JaToii npuka3osB, nuceM, GaKcoB, CIPABOK, SIBJISICTCH:

A) Jlata coObITHSI, KOTOPOE B HEM 3a(DUKCHPOBAHO;

b) arta noxnucanwus.

4. Eciu cnipaBka HOCUT UHAHCOBBIN XapaKTep, TO NOANUCHIBAIOT ee:

A) PykoBoauTens;

b) PykoBonurens u Oyxrantep;

B) Byxranrep.

5. Pe3oJ1io1ui0 Ha cJ1ykKe0HOM MUCbMe MOKHO NMUCATh:

A) Io Tekcry;

b) Ha otnenbHoM nucte Oymaru;

B) Ha cBoO0/1HOM OT TEKCTE MecTe.

6. Kakoe ciy:ke0HOe NMCbMO MMeeT OTMETKY O HAJIMYHMHU NPUII0KEHHS :

A) 3ampoc;

b) UndopmanmonHoe;

B) ConpoBoaurtensbHOE;

I') Bece ciyxeOHble nmucbMa.

7. KT0 noanuceiBaeT NpoToKoa?
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A) PykoBouTens opraHu3aliuu;

b) [Ipeacenarens cobpanus;

B) [Ipencenarens u cekperapb coOpaHusl.

8. lokyMeHTBI 10 JJUYHOMY COCTABY XPAHATCH:

A) 10 ner;

b) 50 ner;

B) 75 ner;

I') [TocTostHHO.

9. BiIaHK 10KYMeHTa — 3T0:

A) CrangapTHBIH JUCT OyMaru ¢ BOCIIPOU3BEICHHON Ha HEM MOCTOSIHHOW MH(pOpMaIueit
JIOKYMEHTa U MECTOM, OTBEJICHHOM JIJIsl IEPEMEHHOI;

b) benplif nuct OyMars ¢ 4acTUYHO Hale4yaTaHHBIM TEKCTOM M IpoberamMu, KOTOpbIe
3aIOJIHAIOTCS aKTyalIbHOW MH(pOpManuel (Hanpumep, aHKeTHBIN OJIaHK);

B) JIuct 6ymaru ¢ HareyaTaHHBIM Ha3BaHHEM YUPEKICHUS, TPEIIPUITHS, OPraHUu3alun
WIM C YaCTUYHO Halle4aTaHHbIM TEKCTOM, IPEIHAa3HAYEHHBIM JJIsi COCTaBJICHUS JJOKYMEHTOB 110
omnpezaeneHHou Gopme;

I') HaGop peKBU3HUTOB, WACHTH(QHUIMUPYIOUIMX aBTOpa OQUIUAIBHOTO MHCHBMEHHOTO
JIOKYMEHTA.

10. HomeHk1aTypBI €J1 COCTABJISIIOT B BUJE:

A) Tabmu1pr;

b) Tekcra;

B) Tekcra u mudp.

11. Kakue pacnopsanuTe/ibHbIe JOKYMEHTBI H3/1aI0TCS HA OCHOBE eIMHOHAYAJINA:

A) Yka3zsi,

b) Vkazanus;

B) IIpuka3ssr;

I') Pemenus;

J) [locranoBneHwus.

12. ABTOpPOM ¢J1yKe0HOI0 MUCbMA SIBJISIETCSH:

A) Opranuzanus, ¢pupMa, OT UMEHU KOTOPOU MOCBIIAETCS TUChMO;

b) JomkHOCTHOE U0, KOTOPOE MOMUCHIBAET TUCHMO;

B) UcnonuuTenb, KOTOPBIA TOTOBUT TEKCT MUCHMA;

I') ®u3nyeckoe WM IOPUINIECKOE JIUIIO, CO3/IaBIIEE TOKYMEHT.

14. Aab00M (pOPM JOKYMEHTOB OPraHH3AIUH — ITO:

A) COOpHUK STalOHHBIX YHU(PUIMPOBAHHBIX (OPM JOKYMEHTOB, NMPUMEHSIEMBIX IJIs
JIOKYMEHTHUPOBAHHUS JEATEIIBHOCTH OpraHU3aluy;

b) CoopHuk BCcex BHIOB TOKYMEHTOB;

B) CoopHuk popm TOKyMEHTOB, pa3pabOTaHHBIX B IaHHOM OpraHU3alluy.

15. FOpuau4eckyio cuj1y 10KyMeHTa COCTaBJISIET:

A) CpoiicTBO oduIMANTBHOTO JOKyMEHTa, coolliaeMoe eMmy JeHCTBYHOIIUM
3aKOHOJATEeIbCTBOM, KOMIIETEHIMEH H3/aBLIEr0 €ro opraHa ¥ YCTaHOBJIEHHBIM IOPSAKOM
oopmieHus;

b) [lonnucanHbIi IOPUCTOM JOKYMEHT;

B) [ToanucanHbli BCEMU pPyKOBOAUTEISAMH TOKYMEHT

16. PekBU3UT 10KyMEHTA — ITO:

A) OOGs3aTenbHBIN 371eMEeHT 0POpPMIICHHS OPHUIIUATBHOTO JOKYMEHTA;

b) Ero oTnenbHbIN 21eMEHT;

B) Yactb city:xeOHOTO NHUChMa;

I') ®upmenHsblii OnaHK.

17. lenoBble NUCbMA 00BIYHO 3aKAHYUBAKOT GpazamMu:
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A) B cooTtBercTBuM ¢ Bameii mpocs00ii ...

B) C yBaxxeHuem ...

C) Hamu paccmotpens! Bau npeuioxenus ...

D) B cBsi3u ...

18. I'apanTHiiHOE MMCBMO — 3TO:

A) [HoxymeHT, cooOmaromuii o mnpuOIMKEHWH, YCKOPEHHUH, HMCTEYEHHH CpPOKa
UCTIOJTHEHUS KaKOT0-TH00 AeHWCTBUS;

B) lokyMeHT, coaepkalinii mpUriaeHue Ha MepopHsITHE;

C) JlokyMeHT, B KOTOpPOM TapaHTHpPYyeTCs OIUIaTa BBIIOJHEHHOH paboThl WU
MIPEeI0CTaBICHUE YeT0-T100 (PadOThI, TOMEIICHUS U T.J1.);

D) lokymeHT, MoATBEPK 1AM MOJTy4YeHHUE IEHHOCTEH.

19.11pumenenne Tadeass u Anb00ma Gopm JOKYMEHTOB 00ecrieYuBaeT:

A) Yuudukanuo GopMm J0KYMEHTOB;

b) IOpuanueckyro criry JOKyMEHTOB;

B) OnepatuBHOCTb peanu3auy ynpaBieHYeCKU QYHKINI OpraHu3aluy.

20. [JaiiTe onpenenenune ¢gopmyJasipa-oopasua:

A) CoBOKYITHOCTb PEKBU3UTOB JIEJIOBOTO IIMCHhMa;

B) CoBokymHOCTH pacloNoKEHHBIX B OMPEIEICHHON MOCIeI0BAaTeIbHOCTH PEKBU3UTOB,
IPUCYILIMX BCEM JIOKYMEHTAM OIPECICHHON CUCTEMBl JOKYMEHTALUU;

C) CoBOKYMHOCTh PEKBU3UTOB MPUKA3Q;

D) CoBOKYITHOCTb pEKBU3UTOB aKTa.

HpnMeprle KOHTPOJIbHBIC 3a1aHUsL

3apanue 1. CocTaBUTh CIIEAYIONINE BUJIBI JICTOBBIX ITUCEM:

- nH(OPMALIMOHHOE MHUCHMO;

- MACBMO-TIPOCHOA;

- IACBMO-TIPEAYTIPEKICHUE;

JI71st TOATOTOBKU THCEM BBIOPATh OpraHU3AIMIo (-1), OMPEIETUTh €€ OpraHu3alMOHHO-
npaBoByto hopmy, ropunudeckuit anpec, DO pyxosoaurens, OI'PH, OKIIO, MHH/KIIII

3aganue 2

1. CocTaBuTh ClieqyOmue BUAbl OPraHU3allMOHHO-PACTIOPSIAUTENBHBIX TOKYMEHTOB:

- IPUKa3 O IpueMe Ha padoTy;

- IpHUKa3 00 yBOJbHEHUU;

- IPUKa3 O MPEMUPOBAHUN;

- IPUKa3 O B3bICKAHUU;

- IpUKa3 00 OTIyCKe.

JUis  TOArOTOBKM  TNPHKA30B  BBIOpaTh  OpraHu3anuio  (-u), ONpeAeiuTbh €€
OpraHM3allMOHHO-TIPAaBOBYI0 (opMy, topunnyeckuit anpec, @O pykoBoauTens, KiItO4yeBble
JOJKHOCTH U TTOAPA3/IETICHNs OpraHU3aliy.

3ananne 3

1. CocTaBuTh ClieyIOmue BUAbl aKTOB:

- aKT PEBU3HY;

- aKT CIIUCAHUS;

- aKT Iepeiayl MaTepralioB U 000py10BaHUS;

- aKT cJ1a4yM padoT;

- aKT PEBU3HH;

- aKT YHUYTOXXCHHUS.
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JUIs  TOArOTOBKM  TMPHUKA30B  BBIOpPATh  OpraHu3amui0  (-M), ONPEICIHUTh €€
OpraHU3aIMOHHO-TIPAaBOBYI0 (opmy, topunumyeckuit anpec, @O pykoBoguTens, KIHOYeBbIE
JIOJKHOCTH M TIOJIpa3/IeieHUs] OpraHUu3alii.

3aganue 4

1. CocTaBuTh ciieyomue BUabl JOKYMEHTOB:

- CIIPaBKy O MecTe paboThlI;

- IOKJIaJIHYIO 3aIIUCKY;

- CIIy>KeOHYIO 3aIKCKYy;

- 3asBJICHHE O MpUEMe Ha PaboTy;

- 3asiBJIeHHE 00 YBOJIbHEHUU 110 COOCTBEHHOMY >KEJIaHHUIO.

JUIs  TONTOTOBKM  JIOKYMEHTOB  BBIOpaTh OpraHu3anuio (-d), OMNpEeAeIuTh ¢
OpraHU3aIMOHHO-TIPAaBOBYI0 (opmy, topununyeckuit anpec, @O pykoBoauTens, KIHOYEBbIE
JIOJKHOCTH M TIOJIpa3/IeieHUs] OpraHUu3alii.

3aganue 5

1. 3apeructpupoBarh B XKypHaJIe WJIM HAa KOMIBIOTEPE JOKYMEHTHI, TIOJTOTOBJICHHEIE B
3aganuax 1-4.

3aganue 6

CocraBUTh NpUKa3 O CO3/IaHUM SKCHEPTHOM KOMHUCCHUU ISl MPOBEICHHUS SKCIEPTU3BI
[IEHHOCTH JIOKYMEHTOB OpTraHU3aI1H.

JlJis MOArOTOBKU MPHKA30B BBIOPATh OPraHU3allvIo, OMPEEIUTh €€ OpPraHU3allMOHHO-
npaBoByto (opmy, ropumudeckuii anpec, @O pykoBoauTeNs, KIIOUEBBIC OJDKHOCTH U
Mo/Ipa3/iesIeHNs OpraHu3aluy.
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6.4. [lepeyeHb OLIEHOYHBIX CPEACTB JJIs1 IPOMEKYTOUYHON aTTecTAlNuM

[Inanupyemsle
pe3yIBTATHI
OreHnBaeMas OCBOEHUSA Tema CopeprxaHue OIIEHOYHOTO CPEICTBA
KOMITETEHITHS JUCITUTUTAHBI 110 (TIepedeHp BOIPOCOB K 3a49ETY)
3JIeMEeHTaM
KOMITIETCHITUN
OIIK-8 31 Tema 1. OcHoBuble Tepmunbl U | 1. ITlpeamer, 3amauu u coaepkaHue Kypcea.
moHsATHS. CUCTEMBI 2. TlousTre eI0NpPOU3BOACTBA, €T0 LENU U (DYHKITHH.
IMOKYMEHTAI! 3. OcHOBHBIE 3Tallbl Pa3BUTHUSA JEIONPOU3BOACTBA B IOPEBONIOIMOHHON Poccuu u UxX XapakTepucTHKa.
4. CraHOBJECHHE U Pa3BUTHE FOCYJAAPCTBEHHOTO JIEIOMPOU3BOJICTBA B COBETCKOE BPEMSL.
5. HopmaTHBHO-METOIUYECKOE PETyIMpOBaHUE ACTONPOU3BOICTBA B HACTOSIIEE BPEMS.
6. JIoKyMeHTOOOOPOT M JOKYMEHTOIIOTOKH.
OIIK-8. Criocoben Hoxy p Y
7. Oprazuszanys J0KyMEHTO000pOTa B COBPEMEHHBIX YUPEIKICHHSIX.
LeJICHAIPABICHHO U o
(bexTiBHO 8. Perucrpamnms JOKyMEHTOB COBPEMEHHBIX OpPTaHU3aIIHH.
3 N
9. Hogeiimune HHPOPMAITMOHHBIC TEXHOJIOTHH B ICJIONPOU3BOJICTBE.
TOJTy9aTh
Y 10. [TonaTHe 1 BUABI JOKYMEHTOB.
IOPUIUICCKA
11. Vaudukamus 1 craHaapTH3anHusS JOKYMEHTOB.
3HAYAMYTO
12. YanuunpoBaHHbIe CHCTEMbI JJOKYMEHTAIUH.
HHPOPMALIHIO 13
ASTHIHIX 13. CtpykTypa u cofiep>kaHue JOKyMEHTA.
pc OUHIKO 14. CtpykTypa TOKYMEHTAIIMOHHOM CITy>KOBI M €r0 OpraHU3aIuOHHbIe (HOPMBIL.
HCTOYHUKOB
’ 15. CTpykTypa 1 XapaKTepHUCTHKA JOKYMEHTOIIOTOKOB.
BKJIIOYAsi IPABOBHIE
16. OTamns! IpoX0XKACHUS TOKYMEHTOB B OpraHU3ally.
0a3bl TaHHBIX,
LA 3aa 17. Texnonmorust 06pabOTKH MOCTYHAOIMINX (BXOASAIINX) JOKYMEHTOB.
aTh qu
p 5 N 18. TexHomorust 00pabOTKH MOCTYMAIOIINX OTIPABIIEMBIX (HCXOIAIINX) JOKYMEHTOB.
po¢eCCHOHATBHOM
19. Texnomorust 00pabOTKH BHYTPEHHUX JOKYMEHTOB.
JIEATEITBHOCTH C
20. TenaeHIINH POCTa JOKYMEHTO000POTA U IyTH €T0 COKPAIICHHUS.
MIpUMEHEHHEM
O ——— OIIK-8 31 Tema 2. IlpaBoBast ocHOBa 21. XapakTepucTuka (penepaIbHOTO 3aKOHA KaK TOKYMEHTa, €r0 CTPYKTYpa U PEKBU3HTHL
TCXHOFJ)'IOFI/II\/'I ne OIIK-8 V1 FOPUANYECKOTO 22. Tlonsrue naOpMarym, HHGOpPMAIHs KaKk 0OBEKT MPABOBBIX OTHOIICHUH.
. nenonpous3BoacTBa B PO 23. IIpaBoBast vHGOPMAIHS U €€ CTPYKTypa.
y4eToM TpeOOBaHMIA
o 24. 3akoHO/aTENHCTBO 00 MHpOpManny.
nHPOPMATMOHHON
530 1ACHOCTH 25. TIpaBoBO€ peryaupoBaHUe JIEIOMPON3BOICTRA.
26.TlopssmoK  WCTONB30BAaHUS ~ TOCYAapCTBEHHOTO  s3blka  Poccuiickodt ~ Dexmeparui  1pu
JIOKYMEHTHPOBAaHUH O(PpHUIHAIEHON MH(POPMAITHH.
OIIK-8 31 Tema 3. CocrtaB u opopmierne| 27.CocTaB 1 OCHOBHBIE TPEOOBAaHUSA K O(OPMIICHUIO PEKBU3UTOB JOKYMEHTA.
OIIK-8 V1 [PEKBU3UTOB, 00ECTICUNBAIOIINX
OIIK-8 Bl FOPUANYECKYIO CHILY,
BHAYUMOCTb JJOKYMEHTOB B
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Peructparysi, y4er, XxpaHeHHE
e

IIpoduns ['pllp
[TETTOTPON3BOICTBE
OIIK-8 31 Tema 4. JlokyMeHTHpPOBaHUE 28. [IpeanoxxeHus, 3asBICHUS U KaJloOObl TPpaXkJaH, UX POJb W 3HAYCHUE B YCIOBUSX JEMOKPATH3aLUH
OIIK-8 V1 HOpPMaTHBHOW MH(pOPMAIHH. oO1miecTna.
OIIK-8 B1 J1e10IpOU3BOACTBO 110 29.3aKkoHoaTebHBIE M HOPMATHBHBIC aKThl, pPErJaMEHTHPYIOIIHE padoTy C MpeIoKEHUIMH,
00OpaIeHNsIM IpaXkKaaH B 3asIBJIICHHUSMU U jKallo0aMu rpak/JIaH.
OpraHax BIacTH 30.OcHOBHBIC 3aJaull JAEIONPOU3BOJCTBEHHONW CIy)XObI B OpraHu3allid W padOTHl ¢ OOparieHHsIMHU
Tpax/aH.
31. Opranu3zanus npremMa MoCeTUTENeH.
32. Jlenonpou3BOICTBO 1O 0OpAIIEHUM TPakIaH.
33. OCHOBBI ITPaBOBOTO PETYJIMPOBAHUS IEIONPON3BOJICTBA B OPraHaX MCHOJHUTEIbHOHN BIACTH.
OIIK-8 31 Tema 5. OdopmieHne 34. OpraHu3airOHHO-PACIOPAIUTEIbHBIE JOKYMEHTHI: IOHATHE, COCTaB, IOPUIUYECKAs CUJIA.
OIIK-8 V1 COCTaBIICHUE OpraHU3auOHHO-| 35. OcHOBHBIC TpeOOBaHUA K 0ODOPMIICHHIO PACTIOPSITUTEIHHBIX JOKYMECHTOB.
OIIK-8 Bl [pacopsiAUTEIbHBIX 36.[loHsTHE M HA3HAUYEHHUE OPTaHU3AILIMOHHBIX JOKYMEHTOB.
ITOKYMEHTOB
OIIK-8 31 Tema 6. OdopmieHHe 1 37. NabopManmoOHHO-CIIPaBOYHbIE IOKYMEHTHI: ONpeIelicHUE, BUIIbI, (DYHKIIHH.
OIIK-8 V1 coctaryieHue nHpopManuonuo- 38. CTpykTypa, CofepKaHUE U BUBI TPOTOKOJIOB.
OIIK-8 BI CIIPABOYHBIX JIOKYMEHTOB 39. MexTyHapOAHBIH CTaHIAPT CIYXKeOHOI0 NHChMa, PeKBU3UTHL U OPSAIOK UCTIOJIHEHHSL.
OIIK-8 31 Tema 7. OCHOBBI KaApOBOTO 40. IMonsitre U KaccuUKanus JOKyMEHTOB TI0 JIMYHOMY COCTaBY.
OIIK-8 V1 EJIONPOU3BOICTBA 41. YauduuupoanHsie GopMbl IEPBUYHON YUETHOH JOKYMEHTAIMH 110 TPYY U €ro OIuIaTe.
OIIK-8 B1 42.Ocob6eHHOCTH JOKYMEHTUPOBAHHS TPYAOBBIX OTHOILICHHH.
43. OdopmiieHne e MOCTOSTHHOTO, JOJITOBPEMEHHOI'0 XPaHEH!S! M 10 JINYHOMY COCTaBY.
OIIK-8 31 Tema 8. OcHoBHBIC IPUHIUTEI | 44. Peructparys u y4eT J0KyMEHTOB.
OIIK-8 V1 OpraHu3aluu 45. CucTteMsblI IIEKTPOHHOTO TOKYMEHTO000poTa.
OIIK-8 Bl IMOKyMEHT0000pOTA. 46. ®opMupOBaHUE A€

47. Homenknarypa aei.

48. Buibl HOMEHKIIATYD AeT, UX 0COOCHHOCTH.

49. [IpuHIMIIBI ¥ TIPaBHJIA PETUCTPAUK U MHAECKCUPOBAHHS JOKYMEHTOB.

50. CocTaB perncTpupyeMbIX 1 HEpETUCTPUPYEMBIX JOKYMEHTOB.

51. PerucrpanuoHHusie GOpMBI.

52. TexHoJOTHS BEJCHUSI PETHCTPAIIIOHHBIX (DOPM.

53. KoHTpOs HCHIOTHEHNUS TOKYMEHTOB.

54.3HayeHne KOHTPOJIS UCTIOTHEHHS TOKYMEHTOB B YIIPaBICHUECKON e TETBHOCTH.

55.Opranm3anys perucTpany JOKYMEHTOB W TIOWCKa HWHQOPMAIMM B YCIOBUSAX HPUMEHEHUS
HOBEUIINX WH(OPMAIIMOHHBIX TEXHOJIOTHH.

56. OcHoBHBIE TpeOOBaHMS K ITOJrOTOBKE A€ IS IIepe/laul Ha apXUBHOE XpaHEHHE.

57. Opranuzanust paboThl C JOKyMEHTAaMH, COJIEPXKAIIMMH CBE/ICHHS, OTHECEHHbIE K rOCYJIapCTBEHHON
TaiiHe.

58. 3anmra JOKyMEHTOB, COJEPKALINX NEPCOHANILHBIE IaHHBIE.
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59.3ammra JOKyMEHTOB, COACPKAIINX KOMMEPUYECKYIO TaliHY.

60. lokyMeHTBI "171s1 CiTy>KeOHOTO 1MoJIb30BaHus" U UX 000POT.

61.Opranuzanusi JOKyMEHTOOOOpPOTa B YCIOBMSX NPUMEHEHUS HOBEHIIMX WH(MOPMAIIMOHHBIX
TEXHOJIOTUi.

62. TpeOoBaHMsT HOPMAaTHBHO-METOJIMYECKUX JIOKYMEHTOB K COCTAaBICHHUIO U  O(GOPMIIEHHIO
HOMEHKJIATyp JAe.

63. MeToauka coCTaBICHUS HOMEHKIIATYP JEI.

64. ITopsimok ohopMIIeHHS, COTTIACOBAHMSI, YTBEP)KACHHS U BHEAPECHUSI HOMEHKIIATYP JIEll.

65. OcHOBHEBIC TIpaBUIa GOPMHUPOBAHUS TSI

66. XpaHeHHE JOKYMEHTOB B CTPYKTYPHBIX HOAPA3ICICHUSX.

67.DJxkcnepTr3a HIEHHOCTH IOKYMEHTOB.

68.Tlopsimok  ITPOBEACHUST SKCIEPTH3bl IIEHHOCTH JOKYMEHTOB, O(OpMIICHHE pEe3yJIbTaToOB ee
MIPOBEICHUS.

69. Ilepeunn TOKyMEHTOB CO CPOKaMHU XPaHEHHUS.

70.ITopsaoK caayu Jell B apXUB CTPYKTYPHBIMU MOAPa3ACICHUIMH YUPSKICHHUS.
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Oo6pazoBarenpHast mnatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/542698 (marta
obpamenus: 24.04.2025).

2. [TaBnoBckas, O. FO. IlpaBoBoe obOecriedeHrne KaapOBOTO JACIOMPON3BOICTBA :
yueOHoe mocodbue misa By3oB / O. FO. [laBnoBckas. — 2-e u3a., nepepad. u gon. — Mocksa :
WznatenbcrBo FOpaiit, 2025. — 288 ¢. — (Bsicmiee obpa3oBanue). — ISBN 978-5-534-17518-
9. — Teker : snextponHsiii // OOpazoBatenbHas Ttuiarpopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/533234 (nara obpamenus: 24.04.2025).

3. [llyBamosa, H. H. OCHOBBI  JIEJIONIPOU3BOJICTBA.  SI3BIK  CITY>KEOHOTO
nokyMmeHTa : yueOnuk ans By3oB / H. H. lllyBanosa, A. FO. BanoBa ; mox obmiel penakuuei
H. H. lllyBanoBoii. — 3-e u3m., nmepepad. u gon. — Mocksa : M3garensctBo IOpaiit, 2025. —
355 c¢. — (Bwbicuiee o6pazoBanue). — ISBN 978-5-534-20343-1. — TekcT : 31eKTPOHHBIN //
O6pazoBarenpHas miaatdopma FOpait [caiit]. — URL: https://urait.ru/bcode/560174 (nmara
obpamenus: 24.04.2025).

4. [IpodeccnonanpHple HaBBIKM OpUCTa : y4deOHWUK mnsi By3oB / E. H.
HobpoxoroBa [u ap.] ; mox obmieit penakiueii E. H. Jlo6poxoTtoBoii. — MockBsa : M3naTenbcTBO
FOpaiit, 2025. — 326 ¢. — (Bwicmee o6pa3osanne). — ISBN 978-5-534-03333-5. — Teker :
anekTpoHHbd  //  OOpaszoBarenbHas  muatdopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/536757 (nara obpamenus: 24.04.2025).

7.2. JlonosiHUTEIbHAS JIUTEpaTypa

1. I'pozoBa, O. C. Jlenompou3BoAcTBO : yueOHOoe mocodue s By3oB / O. C.
['po3oBa. — 2-e¢ u3n. — MockBa : UsparensctBo IOpaiit, 2025. — 131 c¢. — (Bricuiee
obpazoBanue). — ISBN 978-5-534-15964-6. — Texkcr : anextponnsid // OOpa3zoBarenbHas
iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/539522
(mara obpamenus: 24.04.2025).

2. Hlysanosa, H. H. OcHOBBI fenonpou3BoACTBa. SI3bIK CIIy’)K€OHOTO JOKYMEHTA :
yueOHMK U npakTukyM s By3oB / H. H. IllyBanosa, A. FO. iBanoBa ; moxa obmiel pemaximen
H. H. lllyBanoBoii. — 3-e u3xa., nepepad. u gon. — Mocksa : U3natensctBo FOpaiit, 2025. —
384 c. — (Bricmiee obpazoBanue). — ISBN 978-5-534-15217-3. — TekcT : 35eKTpOHHBIN //
ObpazoBarenbHas 1atgopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/536464 (nara
obparmenus: 24.04.2025).

3. Hlysanosa, H. H. Opranuzanuss M TEXHOJOTUs JIOKYMEHTAlMOHHOIO
oOecrnieueHus ynpaBlieHUs : ydeOHUK U mpakTukyMm Juist By3os / H. H. lllyBanoBa. — 3-e u3n.,
nepepab. u gom. — MockBa : WsmarensctBo [Opaiit, 2025. — 247 c. — (Bricmiee
oOpazoBanue). — ISBN 978-5-534-16537-1. — Tekcr : snektponHbiii / OOpa3oBarenbHas
mwiarpopma HOpaiit [caitit]. — URL: https://urait.ru/bcode/536968 (mara oOpameHus:
24.04.2025).

4. WBanoBa, A. FO. Pycckuii s3bIK B JeOBOM JOKYMEHTAllMM @ YYEOHHK M
npakTukym ans By3oB / A. lO. VBanoBa. — 3-e wu3n., mepepab. u gon. — Mocksa :
WznatenbctBo FOpaiit, 2025. — 144 c¢. — (Bsicmiee o6pa3oBanue). — ISBN 978-5-534-16172-
4. — Texkcr : »snextponHbii // OOpazoBarenvHas miaatdopma IOpaitt [caiit]. — URL:

https://urait.ru/bcode/536876 (nara obpamenus: 24.04.2025).
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7.3. HopMaTUBHO-NIPABOBbIE MaTePHAJIbI

1. Poccuiickas ®enepanus. 3akonsl. Koncturyuus Poccniickoit @enepauuu : [puHATa
BCEHAPOHBIM rosiocoBanneM 12 nekabps 1993 roaa] : TeKCT ¢ UBMEHEHUSIMHU M JAOTIOTHECHUSMHU.
— Tekcr: osnexktponnblii // OdQuuuanbHBI HHTEPHET-NIOPTAT MPABOBOW MH(POpPMALUU:
rocyJapCcTBEHHasl cucTema mpaBoBoil nH(popmanuu : [caiiT]. — URL: http://pravo.gov.ru/ (nara
obOparmenusi: 24.04.2025).

2. Poccuiickas ®@enepauus. 3akoHbl. ['pakaaHCKUP MOpOLECCYyaIbHBI  KOAEKC
Poccuiickoit ®enepaunnu : Genepanbubiii 3akoH N 138-D3 ot 14 Hoa0ps 2002 roga : TekCT ¢
U3MEHEHUSMU U JIOMOJHEHUSIMH. — TeKcT: 31eKTpoHHBIH // OdunuanbHblii UHTEpHET-TopTAal
paBoBOW MH(OpPMAIMK: TOCYJapCTBeHHAss cucTeMa npaBoBod mHpopmaruu : [caiit]. — URL:
http://pravo.gov.ru/ (nata obpamenus: 24.04.2025).

3. Poccuiickas ®enpeparus. 3akonsl. 006 uHpopmanmu, WHGOPMAIMOHHBIX
TEXHOJIOTUSIX U 0 3amute nHpopmanuu : Denepanbubiii 3akoH No 149-D3 ot 27 wurons 2006
rojfa: TEKCT C HW3MEHEHUSMU M JOIMOJHEHUSMU.— TeKcT: 3JeKTpoHHBIH // OdunuanbHbIi
MHTEPHET-NIOPTAJ IPaBOBOK MH(OPMAIMH: TOCYAapCTBEHHAs CHCTEMa MIPaBOBOM MH(DOPMAIUH :
[caiiT]. — URL: http://pravo.gov.ru/ (mata obpamenus: 24.04.2025).

4. Poccuiickas ®enepanus. 3akonsl. O crannapruzauuu B Poccuiickoit ®denepanuu
®enepanbHblii 3akoH Ne 162-D3 ot 29 utonst 2015: TeKCT ¢ UBMEHEHUAMH U JOTIOJIHEHUSAMH Ha.—
Tekct: osnexTpoHHbI //  OQUIMAaTBHBIA  WHTEPHET-MOPTAT  NPaBOBOW  HMHGOpPMAIIHH:
rocy/apcTBeHHasl cucTema mpaBoBoil uHpopmanuu : [caiit]. — URL: http://pravo.gov.ru/ (nata
obpamenusi: 24.04.2025).

5. Poccuiickas ®enepanus. 3akoHbl. O0 3MeKTpoHHON noanucu : deaepaibHbINA 3aKOH
No 63-®@3 ot 06 ampenss 2011 roma: TEKCT ¢ HM3MEHEHUSMH M JIONMOJHEHUSIMU. — TEKCT:
9MeKTpoHHBIN // OdulnanbHBI HUHTEPHET-MOPTAN MPaBOBOM MH(MOPMALMU: TOCYJapCTBEHHAs
cucrteMa mpaBoBoil mH(popmaruu : [caiit]. — URL: http://pravo.gov.ru/ (mata oOparieHwus:
24.04.2025).

6. Poccuiickas @enepanusi. 3akoHbl. O0 00s3aTEIHPHOM IK3EMIUISIPE JTOKYMEHTOB (pel.
ot 03.07.2016): denepanbhblii 3akoH Ne 77-D3 ot 29 nexabps 1994 roga: TeKCT ¢ H3MEHEHUSMU
U JIONONMHEHUSIMUA. — TeKCT: SNeKTpoHHBI // OduiuanbHbli HWHTEPHET-TIOPTAT MPABOBOU
uHpOpMallMU: ToCyJapcTBEHHas cucTeMa MpaBoBo wuHpopmauuu : [caiit]. — URL:
http://pravo.gov.ru/ (nata obpamenus: 24.04.2025).

7. Poccuiickas @enepaums. 3akoHbl. O rocyaapcTBEHHOM s3blke Poccuiickoi
Oenepannn : Oenepanbubiii 3ak0H Ne 53-D3 ot 1 urons 2005 roga: TEKCT ¢ U3MEHEHUSIMU U
JIOTIOJTHEHUAMU.— TeKCT: 3JeKTpOoHHBIH // Od¢uuuanbHblii HHTEPHET-NOPTANT  MPaBOBOM
uH(pOpMallMU: TOCYJAapCTBEHHas CHCTeMa mpaBoBoM wuHpopmaruu : [cait]. — URL:
http://pravo.gov.ru/ (nata obpamenus: 24.04.2025).

8. Poccuiickas ®eneparnusi. 3akonsl. O rocynapcTBeHHoU TaiiHe: DenepaibHBIA 3aKOH
No 5485-1 ot 21 wuronsg 1993 roma: TEKCT ¢ H3MEHEHUAMH M JONOJIHEHUSMU— TEKCT:
ANeKTpOoHHBIN // O¢uIualbHBIl WHTEPHET-NOPTA MPaBOBOM MH(pOpPMaLMU: TroCyJapCTBEHHAs
cuctema mpaBoBod uH(popmanuu : [caiT]. — URL: http:/pravo.gov.ru/ (mara oOpamieHus:
24.04.2025).

9. TOCT P 7.0.8-2013. Cucrema ctanmapToB 1o uHpopManuu, OUOIMOTEUHOMY H
U3JIaTeNIbCKOMY JieTy. Jleonpon3BoICTBO U apXUBHOE es0. TepMHUHBI U onpeieienus = System
of standards on information, librarianship and publishing. Records management and organization
of archives. Terms and difinitions : HaunoHanbHBIM cTanAapT Poccuiickoit denepanuu : u3naHue
odunmanbHOoe : yTBepkKIeH M BBeneH B jelictBue Ilpukazom denepalbHOro areHTCTBa IO
TEXHUYECKOMY pEryJupoBaHui0O U MeTpoioruu ot 17 okrabpst 2013 r. N 1185-cT : BBeaeH
B3ameH ['OCT P 51141-98 : npara Beemenuss 2014-03-01 / paspaboran denepanbHbIM
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OIOKETHBIM  yupexkaeHueM  «Bcepoccuilckuii  Hay4HO-MCCIIENOBATENCKUA ~ MHCTUTYT
IoKyMeHToBeZieHus: U apxuBHoro nena» (BHUMIAJ) denepanbHOro apXuMBHOTO areHTCTBA.
Buecen Texuuueckum komuTeToM 1o cradaaptuszamuu TK 191 «Hayuno-texnudeckas
uH(popMalys, OMOIMOTEeYHOE U M3AATENBCKOE AeNo» — TeKcT: 3MeKTpoHHbIH // OdunmansHbii
WHTEPHET-NIOPTaJl CIpaBOYHOM mpaBoBOM cucteMbl KoncynwsTantllmoc: [caiit]. — URL:
http://www.consultant.ru/ (gara obpamenus: 24.04.2025).

10. TOCT P 7.0.100-2018. Cucrema cranmapToB 1o WHGOpMAIHH, OUOIHOTCUHOMY H
u3garenabckoMy neny. bubmmorpaduueckas 3ammch. bubnumorpadpudeckoe omnmcanue. OOmue
TpeboBaHus W MpaBuWia coctaBiaeHus = System of standards on information, librarian ship and
publishing. Bibliographic record. Bibliographic description. General requirements and rules:
HallMOHAIBHBIN cTaHmapT Poccuiickoit denepanuu : u3gaHue O(GUIMAIBHOE : YTBEPXKICH W
BBeZieH B aerctBue IIpukazom denepalbHOrO areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHUIO U
metposorun oT 03 nekadps 2018 r. Ne 1050-ct : BBeneH Bepsble : nara BBeaenus 2019-07-01 /
pa3pabotan DenepalbHBIM TOCYIaPCTBEHHBIM YHUTApHBIM mpennpustueM «MHbopmannonHoe
tenerpapHoe areHTcTBO Poccmm (UTAP-TACC)» dwman «Poccuiickas KHMKHas Tajatay,
®enepalibHBIM TOCYJAPCTBEHHBIM OIO/KETHBIM yupexseHueMm «Poccuiickas rocyaapcTBeHHas
Ooubmuoreka», denepalbHBIM TOCYJAPCTBCHHBIM OIO/KETHBIM yupexacHueMm «Poccuiickas
HalMoHabHas Oubnmnoreka». Buecen TexHuueckuMm KoMuTeToM Mo crangaptuzaumu TK 191
«Hayuno-texnudeckass uHpopmanus, OHOIMOTEYHOE | W3AATEIBCKOE JIeN0» — TeKcr:
9NeKTpoHHBI //  OdunuanbHbIi HMHTEPHET-IOPTal CIPABOYHOM MPaBOBOM  CHCTEMBI
Koncynerantllntoc: [caiit]. — URL: http://www.consultant.ru/ (mara obpamenus: 24.04.2025).

11. TOCT P 7.0.97-2016. Cucrema ctanaapToB mo uHpopmanuu, OUOIUOTEYHOMY U
u3JaTeNbckoMy aeny. OpraHu3allOHHO-paclopsiuTeNbHas JOKyMeHTauus. TpeOoBaHus K
odopmieHn0 ToKyMeHTOB = System of standards on information, librarianship and publishing.
Organizational and administrative documentation. Requirements for presentation of documents :
HAIMOHAJBHBIA cTannapt Poccuiickoit ®dexepanuu : u3nanue oduIMambHOE : YTBEPXKICH U
BBeZIeH B JieiicTBue [Ipukaszom PenepaabHOro areHTCTBA MO TEXHHUECKOMY PEryJIHPOBAaHUIO U
metposorun ot 8 nexabpst 2016 r. N 2004-ct (pexn. or 14.05.2018) : BBeaeH BHepBbIe : Jara
BeegeHuss  2018-07-01 /  pa3paboran  @DenepaibHbIM  OIOJKETHBIM  YUpEXKIECHUEM
«Bcepoccuiickuii Hay4YHO-HCCIENOBATEIbCKUNH WHCTUTYT JIOKYMEHTOBEICHHS W apXHUBHOTO
nena» (BHUUIAJL) denepanbHOro apXxuBHOro areHTcTBa. BHeceH TeXHWYECKMM KOMHTETOM
no cranpaptmzanuun  TK 191 «HayuHo-TexHuueckas wuHpopmaius, OuOIHMOTEYHOE U
U3JIaTeNbCcKoe Aen0» — TeKcT: 3neKTpoHHbIH // OQUIUaNbHbIl HHTEPHET-NOPTAN CIIPAaBOYHOMN
npaBoBoil cuctembl Koncymnbrantllmroc: [caiiT]. — URL: http://www.consultant.ru/ (mara
obparmenus: 24.04.2025).

7.4. MeToanueckue yKa3aHus 1Jis1 00y4aromMXcsl 0 OCBOEHUIO U CIUTIIHHbI

B nmpomecce wu3ydeHHs OUCHMIUIMHBI — OOydYaromiuecss JODKHBI  BOCIPUHUMATH,
OCMBICIMBATh W YIAyONSTh TMONy4aeMylo UWHGOpMaIMio, pelaTh MNpaKTUYeCKue 3ajaud,
OBJIa/IeBaTh MpOo(deccHoHaTbHO HE0OX0IMMBIMUA HAaBBIKAMH.

Ha neknnoHHBIX 3aHATHSX PEKOMEHIyeTcs B KpaTKoil gopme (PUKCUpOBaTH OCHOBHBIC
MoJIOXKeHUsA, (HOopMyIUpoBKH. [lenaTh MOMETKH, KakOil MaTepHall BBI3BIBACT TPYAHOCTH, T.C.
OTMETUTH BOIPOCHI, TEPMUHBI KOTOPBIE CIEAYET CAMOCTOATEIBHO U3YUYUTh IO PEKOMEHIYEMOU
JuTepartype.

OOyyaromuecss AOHKHBI CAMOCTOSITENILHO H3YYHTh HOPMATHUBHBIE IPABOBBIC aKTHI C
YYETOM BCEX UX M3MEHEHHUH U JOTIOJIHEHUH 10 BCEM TEMaM Kypca.

[Ipy wu3yyeHunm guTepaTypsl Bcerjga CIEAyeT UWMETb B BHJIY HW3MEHEHHUS B
3aKoHOJaTenbCTBE. [l0aTOMY MaTepuan, u3araeMblii B KHUTaxX U CTaThAX, CIEAYET COOTHOCUTH C
STUMH U3MEHEHHUSIMMU.
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ITpu moAroToBKE K CEMUHApPy WM IMPAKTUYECKOMY 3aHATHIO 00YYaromuMCcsi HEOOXOAUMO
U3YUYUTh:

- 3a71aHue (TU1aH) HAa CEMUHAp;

- KOHCIICKT JICKITHHA;

- PEKOMEH/I0BaHHYIO YUeOHYIO0 U HaAy4HYIO JINTepaTypy;

B mporecce moAroToBKM K ceMHHApY 00yYaroImuecs JOJDKHBI OTpaboTaTh BEBIHOCHUMBIE Ha
00Cy»/IeHue BOIIPOCHI, TOAMOTOBUTh JOKJIA/Ibl, COOOIIEHNS, YKa3aHHbIE B IIJIAHE CEMHUHAPA.

CamocrosTenbHas paboTa 00y4aromerocs BKIOYAET CIEAyIoIee:

- CamocCTOATEeNIbHOE M3Y4YEHUE, KOHCIIEKTUPOBAaHME, aHAIU3 y4eOHO-METOAMYECKOH U
HAay4YHOW JIMTEpaTypbl, NEPUOJUYECKUX HAYYHBIX W3JAHUM, HOPMATUBHBIX IIPABOBBIX
JIOKYMEHTOB;

- VnpauBuayanbHy0 TBOpYECKYIO PabOTy IO OCMBICICHHIO COOpaHHOM WH(opMmanuu,
NPOBEICHUIO CPABHUTEIHLHOTO aHAIM3a M OOOOIIEHHIO MAaTEpHAJIOB, MOJyYEHHBIX U3 Pa3HBIX
UCTOYHUKOB; OATOTOBKA KOHTPOJIBHOM paldoThI;

- IloaroroBka x craye 3adera, IMPEAIIONaramas MHTETPalni0 U CUCTEMATU3ALUI0 BCEH
COBOKYITHOCTH ITOJIyYE€HHBIX 110 JUCLIUIUINHE 3HAHUM.

HckmounTennbHO BaXXHO TNPUIEPKUBATBCA B CaMOCTOSITENIbBHOM  paboTe  Takux
IIPUHLIAIIOB, KaK CHCTEMHOCTb M IOCIENOBATEIbHOCTb. CUCTEMHOCTh 3aHATHH NpEAIojaraet
paBHOMEpHOE, TIO0 BO3MOXHOCTH, pacupeieiieHne oO0beMa paboThl B TEYCHHE BCETO
IPEIYyCMOTPEHHOr0 y4eOHBIM IUIAHOM CPOKa OBJIAJCHMS JAHHOM AMCLUUIUIMHON, YTO MO3BOJISET
n30exaTh AeUIUTa BpEMEHHU, NIeperpy30K, CIEIIKH, CPhIBOB, HEKAYeCTBEHHBIX PE3yJIbTaTOB B
3aBEpLIAIOIINN IEPUOJ] U3YyUEHUS TUCLUTIINHBIL.

B nponecce u3ydeHuss TUCHUILIMHBI Ba)KHO IOCTOSHHO IIONOJHATH U PACIIUPATH CBOU
3HaHuA. M3yuyeHue pEKOMEHIOBAHHOM JIUTEPATYphl SBJISIETCS Ba)KHOM COCTABHOM YacTbIO
BOCIIPUATHS M YCBOCHMS HOBBIX 3HAaHMU. [Ipn 3TOM, IOMHMO OCHOBHOH JMTEPATYPHI, IOJIE3HO
HOJIb30BAThCS CIOBAPSIMU, SHLUUKIONeAUIMU. Kaxapiil oOydaromuiics 10JKeH ObITh aKTUBHBIM
1oJib30BareseM rinodanbHoil TenekommyHukannoHHo cetu INTERNET, koropas npennaraer
HEOorpaHMUYEHHBIN 00beM HH(OpMaIiK 110 BCeM pasjiesiaM HayuHbIX 3HaHUH.

7.5. Y4eOHO-MeTOAMYECKOE O0ecTiedeHHe CAaMOCTOATEIbHOH padoThl 00y4a0IMXCs 110
AUCHUILINHE

1. Meroauyeckue pEeKOMEHIAMM I TOJTOTOBKH OOYYAIOIIMXCS K  3aHITHAIM
cemuHapckoro tuna. — CI16: AHO BO «CHOA», 2020. — 16 c.

2. Metoauyeckue ykKazaHusi K caMOCTOSITeNIbHOU padoTe cryaeHtoB. — CI16: AHO BO
«CHOA», 2020. — 14 c.

3. Meroauveckue ykazaHus o Harmrcanuto scce u pedepara. — CI16: AHO BO «CIHOAY,
2020. -8 c.

8. [lepeyenn pecypcoB HHGOPMAIMOHHO-TEJIEKOMMYHUKANMOHHOMN CeTH KMHTEPHET»,
HEeO0XOAUMBIX /1JI51 OCBOEHMS IH CIIUTITUHBI

1. OPAMT : omexrponHo-OGuOnHOTeuHas cucrema [caiit]. - URL: https:/biblio-
online.ru/ (mata oOpamenusi: 24.04.2025).— Pexxum gocTyma: Juis aBTOpH3. MOJb30BaTENEH. —
TekcT: 2NeKTPOHHBIN.

2. Koncynprantllmtoc : cmnpaBouHas mpaBoBas cucremMa [caiit]. — URL:
http://consultant.ru/ (nata oopamenus: 24.04.2025).— TekcT: 23IEKTPOHHBIH.
3. eLIBRARY.RU : mnayuynas osnekrpoHHas OubOnuorexka : [caiir]. — URL:

https://elibrary.ru/ (nata oOpamenus: 24.04.2025).— Pexum poctyma: Juisi 3aperucTpup.
nosib3oBaTesnen. — TeKeT: JIEKTPOHHBIM.
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4. Moodle : snexkrpoHHoe oOpasoBanue : [caiiT]. - URL: http://student.jurac.ru/ (mara
obopamenusi: 24.04.2025). — Pexum poctyma: uisi aBTOpu3. IMosib3oBateneil. — Tekcr:
3JIEKTPOHHBIN

5. OdunmanbHBII UHTEPHET-TIOPTAT NPAaBOBOW MH(GOpPMAIMK: TOCYAapCTBEHHAs CUCTEMa
npaBoBoil nHpopmaruu : [caiit]. — URL: http://pravo.gov.ru/ (mara ob6pamenus: 24.04.2025).—
TekceT: 2IeKTPOHHBIN.

6. bubimoreka nmuccepranuii: dSnekTpoHHas OumoOnuoreka PI'b  [caiir]. — URL:
http://diss.rsl.ru/ (nata oopamenus: 24.04.2025). — TekcT: AIEKTPOHHBIN.

7. KubepJlenunka : Hay4Has dJIE€KTpOHHAs OMOJMOTEKAa OTKPBITOrO AOCTyNa : [calT]. —
URL: https://cyberleninka.ru/ (nata obpammenus: 24.04.2025). — TeKcT: 3IEKTPOHHBI.

8. Ilpesunentckas 6muOimoteka [caidt]. — URL: https://www.prlib.ru/ (mara obpammenus:
24.04.2025). — TekcT: 31€KTPOHHBIM.

9. Poccmiickasi rTocynmapcTBeHHass OuOnmorexka : odunuanbHbiii caiit. — URL:
https://www.rsl.ru/ (nara obpamenus: 24.04.2025).— TeKCT: 3JIeKTPOHHBIH.
10. Poccwuiickas HanmoHaneHas OubmmoTeka : [caiit]. — Pexxum moctyma: www. URL:

http://www.nlr.ru/ (nata obpamenus: 24.04.2025).— TekcT: 3IEKTPOHHBIMH.

9. [lepeuenb HH(POPMAIMOHHBIX TEXHOJIOTHii, HCNIOJIb3YeMbIX IPU OCYIIECTBJICHUHU
00pa3oBaTeIbHOIO NMpouecca Mo AMCHUIIHHE

JIuunenzuonnoe I1O:

Microsoft Windows 7 Professional

Microsoft Office Standard 2010

[TOHopaMacrep@)5 (nuHradoHHBIN KaOUHET)

ESET Antivirus

CIIC Koncynsrantllntoc

SmartNotebook (ITO mist paGoThI ¢ UHTEPAKTHBHOM TOCKO)

CBoboanoe I10O:

OS Linux Ubuntu
LibreOffice

Adobe Acrobat Reader
Mozilla Firefox
Moodle

10. MaTepuanbHO-TeXHHYeCKoOe o0ecnedeHue (000pyA0BaHNe M TEXHUYECKHE CPEICTBA
o0y4eHus), Heo0OX0AMMoOe VI OCYLeCTBJICHHS 00pa30BaTe/IbHOIO Npouecca Mo
AUCHUIINHE

1. VuebHas ayauTopus [Uld NpPOBEAEHUS 3aHATHH JIEKIMOHHOTO THWIIA, 3aHITUH
CEeMHHAPCKOT0 THIIA.

OO6opynoBaHue W cleUUaTU3UpOBaHHAss MeOesb: CTOJBI, MOCAJ0YHBIE MeEcTa, JI0CKa
MeJoBasi/MapKepHas, pabouee MecTo mpernojaBatess, kKadenpa, nocka (st OObSBICHUN).

Texuuueckue cpeacTBa 0OyUYEeHHUs: JIEMOHCTPAIMOHHOE 000pyAOBaHHE (MHTEPAaKTUBHAS
JTIOCKa/KOMIUIEKT: HOYTOYK, MyJIbTUMEIUHHBIA TPOEKTOP, IKPaH).

2. [Tomerienue st CaMOCTOATENBHOM paboThl 00yYaIOIIMXCSL.

O6opynoBaHve U cHequalIu3UpoBaHHAs MeOesb: CTOJbl, MOCAaJOYHBIE MeECTa, OCKa
MelloBast/MapKepHasi, pabouee MecTo MperoaBaTes.
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TexHuueckue cpeacTBa OOYUYCHHUS: MEPCOHATBLHBIE KOMIIBIOTEPHI, MTOJKIIOYCHHBIC K CETH
«MHTepHeT» M 00ecneunBaroue JOCTYI K 3JEKTPOHHON HH(OPMAIMOHHO-00pa30BaTEIbHOM
cpene AkageMuu.

3. YueOHas aytuTOpus JJIsl IPOBEACHMSI TPYIIIIOBBIX M MHIUBUIYaTbHBIX KOHCYJIBTAILIUN.

OOopynoBaHHe W CIEMUATU3UPOBAHHAs MeEOEJb: CTOJBI, TOCAJ0YHBICE MECTa, JI0CKa
MeJioBasi/MapKkepHasi, pabodee MecTo mpernoaBaTelis, kademapa.

TexHuueckue cpencTBa OOYYCHHUsS: KOMIIBIOTED, JIEMOHCTPAIIMOHHOE O0OpYJOBaHHUE
(KOMILIEKT: HOYTOYK, MyJIbTUMEIUIHBINA TIPOEKTOP, IKPaH).

4. VueOHas ayauToOpusi IUIsl TPOBEACHUS TEKYIIETO KOHTPOJIS W IPOMEKYTOYHON
aTTECTallHH.

OOopynoBaHre W CIEMUATU3UPOBAHHAs MeEOEJb: CTOJBI, TOCAJ0YHBICE MECTa, JI0CKa
MeloBast/MapKepHasi, pabodee MecTO MPero aBaTes.

Texuuueckue cpeacTBa OOydYEHHS: JIEMOHCTpPAIMOHHOE 00O0pyZoBaHHE (KOMILICKT:
HOYTOYK, MyJIETUMEIIUIHBII IPOCKTOP, SKPaH).

11. Opranuszanus o0y4eHusl JUL C OTPAHMYECHHBIMHU BO3MOKHOCTAMM 310POBbS

Axkanemueit obecriedeH HWHAMBHUIYaAbHBIM HEOTPaHWYEHHBIH JOCTYN K 3JIEKTPOHHO-
oubmmoreynoit cucreme IOpaiiT, rae WMEIOTCS BepCHH Y4YeOHOH JHTEpaTypsl ISl JIMIl C
HApyLICHUSIMH 3PEHHUs, a TaKKe K D3JIEKTPOHHON HHQPOPMAIIMOHHO-00pa30BaTeIbHON cpelne
Moodle.

DNeKTPOHHO-OMOIMOTEYHAs CUCTEMA U AJIEKTPOHHAs WH(OPMaLMOHHO-00pa3oBaTeIbHAS
cpena 00ecreYnBaloTCs BOZMOKHOCTBIO JTOCTyIa 00ydJaromerocsi u3 000K TOYKH, B KOTOPOH
UMeeTCsl JOCTYNl K UH(POPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHOW cetu «lHTepHeT», Kak Ha
TEPPUTOPUHN OpTraHU3aINHU, TaK U BHE €.

B coorBerctBuu ¢ JloroBopoM Ha METOJUYECKOE COIMpPOBOXAEeHUE Mexay CaHKT-
[TeTepOyprckoii ropuandeckoi akagemuei M ['ocynapcTBeHHONH OMOJIMOTEKOW ISt CIETBIX U
CJIa0OBUIAIINX, A1 O0OYUYEHHUs JIML C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/10pPOBbS IPUMEHSIOTCS
crienMagbHble YUeOHUKH U yaeOHbIe TocoOust — smallsp.ru/orgs/biblioteka—dlya-slepih.

B akanemun npoBeneHbl HHCTPYKTAXH C NMPO(eccopcKo-Mpeno1aBaTeIbCKUM COCTaBOM
[0 OKa3aHWIO NMOMOIIM MHBanuAaM U jgunam ¢ OB3 B mporecce peanuzannu 00pa3oBaTeIbHON
NeSITeTbHOCTH.

Axkanemueit oOecriedyeHa JOCTYIMHOCTh OOBEKTOB U TMPEAOCTABIAEMBIX YCIyT IS
UHBAJIUOB U JIUI] C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 3710POBBSI.

[Tpu HeoOxoamMocCTH pabodasi mporpaMma JTUCIUILTMHEI MOXET OBITh aanTHpOBaHa JJIs
oOecrieyeHUss 00pa30BaTENbHOTO Tpollecca HMHBAJIWAOB M JIMI C  OrPaHUYEHHBIMHU
BO3MOXXHOCTSIMH 37IOPOBbS, B TOM YHCIIe JUIsi OOydeHHs] C TMPUMEHEHHEM JHUCTAHIIMOHHBIX
oOpa3oBaTeNbHBIX TeXHONOrHH. Jlns 3Toro Tpedyercs 3asBlieHHE CTyJEHTa (€ro 3aKOHHOTO
NPEICTaBUTEIIS) M 3aKIIFOYCHUE TICHXO0JI0T0-METUKO-TIEIarOrHUeCKON KOMHICCHH.
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JIMCT y4yeTa u3MeHeHuil

u fgaty Bepcuu nokymenta (Hanpumep, Bepeust 1.0 ot 03.2021 1.).

HwxHuit konoHTHTYN paboueil mporpaMMbl JUCHUIUTMHBI COACPKUT YKa3aHUs Ha HOMEp

AxTyanuzanusi (HENOCPEICTBEHHOE BHECEHHWE M3MEHEHMI) TeKCcTa (Y4acTh TEeKCTa) Ha

000l u3 crpanull pabodeld MporpaMMbl JTUCHUIUIMHBI OCYIIECTBIISIETCS IMyTeM 3aMEeHbl Bcei
ctpanuibl. COOTBETCTBEHHO U3MEHSETCS HOMEP U J1aTa BEPCUU COOTBETCTBYIOIIEH CTPAHUIIBI.

Nudopmanuss 0 BHECEHMHM W3MEHEHHH (3aMEHE JIMCTOB) BHOCHTCS B TaOmuiy ydera

M3MEHeHuH. JlaTa nocnenHel Bepcun XapakTepu3yeT COBPEMEHHOCTb BCETO IOKYMEHTA.

Boimyck HOBOM penakiuuu JOKYMEHTa B3aMeH MpeAbIAYyLIel OCyIIecTBIsSETCs Mpu

HaKOIUIeHUU u3MeHeHui 6osee 20 % ot oObema 00IIero coepKaHus JOKyMEHTA.

Tabuauna yyera u3aMeHeHU

Crp. [ara Ne u nara noxymeHnra, Jara Iloamuce
MOCTIeTHEH peryiaMeHTUPYIOIIETO BHECCHUS HCTIOJTHUTEIISI
BEpCHUH BHECEHUE M3MEHECHU I
W3MEHCHUH

24-28 | 21.01.2025 r. | 3acemaHue METOIUUECKOTO 21.01.2025 r.

coseta «30» auBaps 2025

r. npotokoJ Ne 5
24-28 | 24.04.2025 r. | 3acenanue METOIUIECKOTO 24.04.2025 r.

coBera «21» aBrycra 2025
r. 1poTokoJ Ne |
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