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1.  AHHOTALMS JUCHUILIAHBI (MOIY.JIS)

B pesynbrare oOCBOGHUS AUCHMUILIUHBI (MOIynsl) y oOOydYaromuxcs QGOPMHUPYIOTCS —CIEIYIOIIHE
KOMITETCHIIMM ¥ JOJKHBI OBITh JOCTHTHYTHI CIEAYIOIIME PE3yJIbTaThl 0O0y4deHUs Kak dTan (popMUpOBaHUS
COOTBETCTBYIOIIUX KOMIIETEHLIHN:

Kon Pe3ynbTaThl OCBOCHUSA [TepedeHb TUTAHUPYEMBIX PE3YIHTATOB OOYUCHHUS 11O
KOMIIETEHIINU o0OpazoBarenbHON JUCLIATIJINHE
MPOTPaMMBbI
OIIK-4 Crnioco0eH UCnoIb30BaTh B | 3HATh:
1podeCCHOHATBHON OIIK-4.1. Beibop HOPMAaTHBHO-TIPABOBBIX M HOPMAaTHBHO-

TCXHUYCCKUX NJOKYMCHTOB, PEryJvupyromux ACATCIbHOCTb B

OCATCIIBHOCTHU o

00J1aCTH  CTPOMTENLCTBA, CTPOUTENHLHON HHAYCTPHU U
pacropsAauTEIbHYIO0 1 JKUTMIIHO-KOMMYHAJILHOTO XO39MCTBA Ui PEIIEHHs 3a1a4d
MPOEKTHYIO 1poeCCUOHATBHO JeATENbHOCTH.
I[OKyMeHTaHI/HO, d TaKKC YMeTh!

OIIK-4.5. CocraBneHue pacHopsSAUTEIbLHON JAOKYMEH-TalllH
MPOU3BOJICTBEHHOT0 TOApa3ielieHus B MpoduIbHOM cdepe
npodeCCHOHANBLHOM eI TeIbHOCTH.

HOPMATHBHEIC PABOBBIC
aKThI B 00J1acTH

CTPOUTEILCTBA, BIAKETH:
CTPOUTEIBHON UHAYCTPUHU OIIK-4.6. TIpoBepka COOTBETCTBHS NPOEKTHON CTPOUTEIBHON
U KUIANIHO- JOKYMEHTAallMd TpeOOBAHUAM HOPMATUBHO-IPABOBBIX U

KOMMyHaHBHOFO XO35II‘/’ICTB21 HOPMAaTUBHO-TCXHUYCCKUX NTOKYMCHTOB.

TpynoemkocTs (ucuumiIuHbl (MoayJsi): 3 3.E.
®dopma mpoMeKyTOYHOI aTTecTanmu: 3a4et (4 Kypc).
®opMbI TEKYLIEr0 KOHTPOJIS yCIIEBAEMOCTH:
- ycTHBIN omnpoc (ppoHTanbHas Oecena, HHANBUAYAIBHBIN OMPOC, JOKIIA/Ib);
- TMpoBepKa MHCbMEHHBIX 3aJlaHuil (HamHMCcaHWE 3cce, KOHCIEKTUPOBAHWE HAy4YHBIX CTaTeH,
oopMiIeHHE 1ETI0BO# MEPEITUCKN);
- TECTUPOBAHHUE;
- pellIeHre CUTYallMOHHbIX 33/1a4.

Paznennl aucuuniauHbl (MOAYJisi), BUABI 3aHATHI W (popMHpPYyeMble KOMIETEHIIUM MO pasaeiam
AUCHMILINHBI (MOTYJIs1):
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1 [Ipeamer, copepkaHue U 3a1a4d JUCHUTUIMHBI 1 5 6 OIIK-4
«J10KyMEHTOOOOPOT M JIEIIOTIPOU3BOJICTBOY.
2 | UcTopust BOSHUKHOBEHHUS M pa3BUTHS 5 5 OIIK-4
OTEYECTBEHHOTO JICTIONPON3BOJICTBA.
3 | OGmue HOpMBI U TIpaBuiIa 0POpMIIEHHS JOKYMEHTOB. 5 5 OIIK-4
JlokymMeHTHpOBaHHAst HHPOPMAIIHSI.
4 | Opranu3alMoOHHO-PACIOPSAUTENbHAS 1 5 6 OIIK-4
JOKYMEHTAITUS: TIOHSTHE, KIIACCH(HUKAIIHS, COCTAaB U
odopmiieHre peKBU3UTOB. bilaHKU TOKyMEHTOB.




S5 | SI3BIK U CTHIIB CITYXeOHOM JOKYMEHTAIUH. 1 ) 6 OIIK-4
Tunuunele omMOKH.

6 | OdopmieHne npukazoB, OpraHU3aMOHHO- ) 5) OIIK-4
NPaBOBBIX U JAPYTUX PACHOPSAUTEIBHBIX
JIOKYMEHTOB.

7 OdopmieHue ciry)keOHBIX TTUCEM U APYTOH 5 5 OIIK-4
WH(OPMAIMOHHO-CIIPABOYHON JTOKYMECHTAIIUH.

8 | JlokymeHTHpOBaHHE KOMMEPYECKOMN JACATEIHHOCTH 1 5 6 OIIK-4
TPEITPHUSTHSL.

9 MexnyHapoaHas nepenucka. JJokyMeHTHI 1o 1 5 6 OIIK-4
BHEITHEOKOHOMUYECKOU JCSITEITLHOCTH.

10 | Jdenonpou3BOACTBO MO MUChbMEHHBIM M YCTHBIM 1 5 6 OIIK-4
00palIeHUsIM FPAK/IaH.

11 | JlokyMEeHTUPOBAaHKE TPYAOBBIX OTHOIICHUH. 5 5 OIIK-4

12 | PabGora c kOHGUIESHITUATLHBIMU JOKYMECHTAMH. 5 5 OIIK-4

13 | Cayxo6a IOV (mokyMeHTallmOHHOE O0ecTieueHue 1 5 6 OIIK-4
yIpaBJICHUS]) B OpraHU3alMsIX.

14 | Opranu3anus JOKyMEeHTO000pOTa. 1 5 6 OIIK-4

15 | Perucrpanusi TOKyMEHTOB. 5 5 OIIK-4

16 | KoHTpOJIb CPOKOB UCIIOTHEHUS JIOKYMECHTOB. 5 ) OIIK-4
CocraBiieHre HOMEHKIIATYp, TEKYIEe U ONEPaTUBHOE
XpaHEHUE JIe]I.

17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 7 7 OIIK-4

18 | Texuuueckue cpeacTBa, IPUMEHSEMBIC B 6 6 OIIK-4
JIeJIOTIPOU3BOJICTBE

Bcero yacog: 4 4 195 103

2.  IEJIb U 3AJJAYY OCBOEHMSA JUCHUITJIMHBI (MOAY JIsI)
Llenbt0o OCBOGHUS IMCHWIUIMHBI SBISIETCS (QOpMUpOBaHHE Yy OOydYaAIONIMXCS KOMIIETEHIIMH B
cootBercTBUM ¢ TpeboBaHusIMH PI'OC BO u 06pa3oBarenbHOM MporpaMmel.
3amauaMu OCBOCHUS TUCIUTUTUHBI SBIISIOTCS:
- TnpuoOpeTeHrne OO0YyYaroIIMMHCS 3HAHWW, YMEHHM, HABHIKOB W (WJIHM) OMbITa TpohecCHOHATBHON
NeSITETbHOCTH, XapaKTEPU3YIOIINX 3Tanbl (GOPMUPOBAHHS KOMIIETEHIINH B COOTBETCTBUHU C YUEOHBIM
IUTAHOM U KaJIEHAAPHBIM Irpa)ukoM y4eOHOro mpoliecca;
- OIIEHKAa JOCTIDKEHHsSI OOydYaloUMMHCS TUIAHUPYEMBIX pe3ylbTaToB OOydeHHs Kak Jramna
(bopMHpOBaHUS COOTBETCTBYIOLINX KOMITETCHIIUH.

3. MECTO [JUCHUILIMHBI (MOAYJS) B CTPYKTYPE OBPA3OBATEJbHOH

IMPOI'PAMMBbI

JucuuruinHa (MOJyib) peanusyeTcss B paMmkax 0a3oBoil wactu bnoka 1 «/lucuumiausbel (MOIyIN)»
y4eOHOro IJjaHa.

HucuuruinHa (Moayib) Oasupyercss Ha pes3yibTrarax oOOy4eHHs WO CIEAYIOUUM JUCHUIUTMHAM
(Momymsim), mpakTUKaM: «MeHeIKMEHT» U JIp.

PesynpraTthl 00yueHHs], JOCTUTHYTHIE 110 UTOraM OCBOEHUS JAHHOM JAMCHUIUIMHBI (MOMYIS) SBISIOTCS
HEOOXOJIMMBIM YCIIOBHEM JUIsl YCHEIIHOTO O0YYEeHHS MO CIAEAYIOUUM AUCHUIUIMHAM (MOJYJSIM), IPAKTUKAM:
«YmpasieHne nepcoHaiom», «OCHOBBI HAYYHBIX UCCIIEI0BAHUI».

4. TINIAHUPYEMBIE PE3YJIBTATBI OBYYEHHA 11O IUCHUIVIMHE MOIAYJIIO),
COOTHECEHHBIE C INVIAHUPYEMBIMHA PE3YJbTAMU OCBOEHMUS
OBPA3OBATEJIbHOM ITPOT'PAMMBbBI



B pesymbrare oOcCBOCHMS JUCIUIUIMHBI (MOAYJsA) Yy OOydaromuxcs (QOPMUPYIOTCS —CIEAYIOIINE
KOMIIETEHIIMM U JOJDKHBI OBITh JTOCTUTHYTHI CIEAYIOIIME Pe3yNbTaThl O0y4eHMs Kak 3Tam (OpPMHUPOBAHUS

COOTBETCTBYIOIINX KOMITCTCHIIH:

Kon Pe3ynbTarel ocBOCHUS [TepeueHs TUTAHUPYEMBIX PE3YIBTATOB O0YUEHUS IO
KOMIIETEHIINU o0OpasoBarenbHON IUCILIAILINHE
IIPOTrpaMMmbl
OIIK-4 Croco0eH UCHOIb30BaTh B | 3HATH:
podecCHoHaIbHOI OIIK-4.1. BpiOOp HOPMAaTUBHO-NIPAaBOBBIX M HOPMATHBHO-
TEXHUYECKAX JOKYMEHTOB, PETYIHPYIONIMX ICITCIBHOCTD B
ACATCIIbHOCTHU o
o0acTH  CTPOWTENBCTBA, CTPOUTEIBHOM HWHIYCTPUH U
pacIopAaAUTCIbHYIO K JKHJTMITHO-KOMMYHAJIBHOTO XO3AHCTBA /Ul pelleHus 3a]auu
IIPOEKTHYIO PO eCCHOHATBHON JIESITEIBHOCTH.

JOKYMEHTALUIO, & TAKKE
HOPMAaTHUBHBIE IIPAaBOBBIC
aKThl B 00J1aCTH
CTPOMTEIIBCTBA,
CTPOUTEIBHOM UHAYCTPUHU
U KWINLIHO-
KOMMYHAJIbHOTO XO3511CTBa

yMeTh:

OIIK-4.5. CocTaBieHue pacHOpsAUTENBbHON TOKYMEH-TAIlUH
MPOM3BOJICTBEHHOTO MOApa3/esieHuss B NpoduibHON cdepe
npodeccroHANBHOM JIeaTeIbHOCTH.

BJIA/IETh:

OIIK-4.6. IIpoBepka COOTBETCTBHS IPOESKTHOI CTPOUTEIBHON
JOKyMEHTallui  TpeOOBaHMSAM HOPMAaTHBHO-TIPABOBBIX U
HOPMAaTHBHO-TEXHHYECKHX JOKYMEHTOB.

5. CTPYKTYPA U COAEPKAHUE JUCIUIIJIMHBI (MOAYJIS)

5.1. O6vem muctuIIHbI (MOIYJIS) U BUABI Y4eOHOH paboTHI.
OO0t 00BEM (TPYAOEMKOCTh) TUCHUIUIMHEI (MOAYJSI) cocTaBisieT 3 3aueTHble eauHulbl (3.E.).

TpynoeMKocTb Kype
JUCIUIUIMHBI, 5
Bun yae6HOI paboThl akajicM. 1acoB.
B tom uncne B KoHTaKTHas Camocto
Bcero | MHTEpakTHBHO | BCEro ATeIbHAs
9 pabora
i popme pabota

YuebHasi padora (6€3 KOHTPOJIsI), BCETO: 103 103 8 95
B ToM Jlexunu (JI) 4 4 4
qHCIe:

[paktraeckue 3ausaTus (I13) 4 4 4

JlabopaTopusie padots! (JIP)

Kypcosoit mpoekrt (KIT) -

Kypcogast pabora (KP) -

PacuerHo-Tpaduyeckue padOTHI

(PT'P) i

Pedepar i

KoHTpouspHas pabota -

Jpyrue Bujpl paboTh 95 95 95
KonTakTHas pabora 1 1
KonraktHas pabora B cemecrpe (KC) 1 1
KonrakTHas paboTa B 3K3aMEHaIMOHHYIO
ceccnto (KA)
KounrtpoJs, Bcero: 4 4
B ToM OK3aMeH
qHCIIe:

3auét 4 4
3a4éT c OLEHKOM

DopMa NPOMEKYTOUHOI aTTecTAlMI 3au. 3au.
O0mas Tpy10eMKOCTb, 4. 108 108
OO0mas Tpya0eMKocTh, 3.E. 3 3




5.2. Pazgenbl mgucturmiuHbl (MOAYNsS), BUIBI 3aHATHH W (QOpMHUpPYyEMBbIE KOMIIETEHIIMM TIO0 pa3jeiiaMm
JTUCHUTITUHBL (MOAYJIS).

o 0
© | EZE
m % = 9
Ne e | o O |8 S > 5
HaumeHnoBaHwue pasjena Sl E |l 2| & |88 &5
n/n O | T g S 2
52 53
8 S £
M
1 [Ipeamer, copeprkaHue U 3a1a4d JUCITUTIIMHBI 1 5 6 OIIK-4
«J10KyMEHTOOOOPOT M JICJIONPOU3BOJICTBO.
2 Hcropusi BOSHUKHOBEHUS U PA3BUTHS 5 5 OIIK-4
OTEYECTBEHHOT'O JICJIONPOH3BOJICTBA.
3 OO61ure HopMBI U TIpaBuiia 0pOpMIIEHUST JOKYMEHTOB. 5 5 OIIK-4
JlokymMeHTHpOBaHHAsE HH(GOPMAITHSI.
4 | Opranu3alMOHHO-pacOPsSIAUTEIbHAS 1 5 6 OIIK-4
JOKYMEHTAIUS: TIOHATHE, KIIACCH(HUKAIIHS, COCTAaB U
oopMIIeHHE PEKBU3UTOB. bIIaHKU TOKYMEHTOB.
5} SI3BIK ¥ CTUITB CITY)KEOHOM TOKYMEHTAIIUH. 1 5 6 OIIK-4
Tunuynele OMMOKH.
6 Odopmienue npukazoB, OpraHU3aIMOHHO- 5 ) OIIK-4
MIPABOBBIX U JPYTUX PACHOPSTUTENBHBIX
JTIOKYMEHTOB.
7 OdopmieHue cnyKeOHbIX MMHCEM U APYTOM 5 5 OIIK-4
MH(POPMAIMOHHO-CITPABOYHON JOKYMEHTAITUH.
8 | JlokyMeHTHpOBaHUE KOMMEPIECCKOU e TSIIEHOCTH 1 5 6 OIIK-4
PETPHUITHSL.
9 MexnyHapoaHas nepenucka. JJOkyMeHTbI 1o 1 5 6 OIIK-4
BHEIIIHEAKOHOMHYECKON JIeSTEIbHOCTH.
10 | denompon3BOACTBO MO MMCHbMEHHBIM U YCTHBIM 1 3) 6 OIIK-4
oOpalleHusIM rpax/aH.
11 | JlokymeHTHpOBaHHE TPYJOBBIX OTHOILIEHUIA. S) 5) OIIK-4
12 | Paborta ¢ KoH(UIEHIIMAILHBIMH TOKYMEHTaMHU. 5 5 OIIK-4
13 | Cayx6a IOV (mokyMeHTaIlmOHHOE O0ecTieueHue 1 5 6 OIIK-4
yIpaBIeHUs) B OpraHU3aIUsIX.
14 | Opranu3anus JOKyMEeHTO000pOTA. 1 5 6 OIlK-4
15 | Perucrparmusi JOKyMEHTOB. 5 5 OIlK-4
16 | KoHTposb CPOKOB UCTIONHEHUS JOKYMEHTOB. 5 5 OIIK-4
CocraBieHre HOMEHKIIATYp, TEKYIIEe U OTIePaTUBHOE
XpaHeHHue Jell.
17 | ApxuBHOE XpaHEHHUE TOKYMEHTOB. 7 7 OIlK-4
18 | TexHuueckue cpeacTBa, MIPUMEHsEMbIE B 6 6 OIIK-4
JIeJTOTIPOU3BOJICTBE
Bcero yacos: 4 4 195 103

5.3. Copep:xanue I CUUTIIMHBI.
Tema 1. [Ipenmer, coaep:kaHue U 3aa4H TUCHHILTHHBI «/[OKYMEHTO000POT H /1€JIONPOU3BOICTBOY.



[ToHATHE TEPMHMHOB «IOKYMEHT», «IOKYMEHTOBEIEHHE», <«IOKYMEHTAI[MOHHOE oOOecreueHue
YIPaBIEHUN», «1€JIONPOU3BOICTBOY, «KOPPECTIOHACHIIMSI.

JlenonpousBoACTBO KakK OTpacib JAeATeNbHOCTH B cepe ympasieHusi. COBPEMEHHOE COCTOSHUE
JIeJIONPOU3BOCTBA.

OpraHu3allMOHHOE IIOCTPOEHHUE CIyXKObl JeNonpou3BoJCTBa. PacrnpeneneHue GQyHKUMA MEXITy
MI0/Ipa3IeJIEHUMHU JEJIONPOU3BOACTBA U NCIIOJHUTEISMHU.

HopmartuBHo-mipaBoBas 0a3za opraHu3aliy JOKYMEHTAIlMOHHOIO O0ecleYeHus YIPaBiIeHUs KaK OCHOBA
TEXHOJIOTUH MPOLIECCOB YIIPABICHHUS.

3Ha4yeHue TOKyMEHTAllMOHHOIO 00ecIIeYeHus YIIPaBICHHUS.

Tema 2. UcTopusi BOBHUKHOBEHUSI U PA3BUTHS 0T€4eCTBEHHOI0 1eJIONPOU3BOICTBA.

HoxymentupoBanue B | X-XV BB.

ITpuxaznoe nenonpounsBoiactso (XVI-XVII BB.)

Cuctema koexckoro aenonpous3BoacTsa (XVIIIBg.)

Munucrepckoe aenonpoun3Boactso XIX - Hagana XX BB.

dopMHUpPOBaHUE CHCTEMBI COBETCKOTO Aenonpon3BoacTea (1917-1940 rr.)

HcTopus ynpasnenus u aenonpoussozacrsa B 1950-1990 rr.

CoBpeMeHHOE rocy1apCTBEHHOE PEryJIMPOBAaHUE JIEIOIPOU3BOJICTBA.

Tema 3. O61me HOpMBI U IPaBUJIa 0(pOPMIIEHHS JOKYMEHTOB. JlOKyMeHTHPOBaHHasA MHGoOpMaLu.

JloKyMeHT, €ro OCHOBHbIe (QYHKIMH (MH(OpMAIMOHHBIE, KOMMYHHUKATUBHBIE, YIPABICHUYECKUE,
[IPaBOBbIE, KYJIbTYpPHBIE, UCTOPUUECKHUE).

Knaccugukanus 1OKyMEHTOB (IO MECTY COCTaBJE€HMSA, MO COAEp)KaHUIO, MO (opMe, MO CpoKaM
WCIIOJIHEHUS, 110 MPOUCXO0XKIEHUIO, TI0 CPEJICTBaM (UKCALUU, 110 IOPUIUYECKON CUJIe, 10 CTaJusM CO3JAHMUs).
3akonbl, 'OCTHI u kaccupuKaTopbl HA JOKYMEHTHI.

Bunsr pexBu3uToB noKymMeHTOB. llpaBmima odopmieHHs OTAETBHBIX  PEKBU3UTOB  JOKYMEHTOB.
CocraBieHue 10KyMEHTOB.

CucreMbl JOKYMEHTAIUH. Vaudukanus © CcTaHAapTH3aUusA. YHUQPHUIUPOBAHHBIE CHUCTEMBI
JOKYMEHTAIIH.

WHupopmalinoHHO-A0KYMEHTAIIMOHHOE 00ecrieueHre paboThl anmnapara yrpaBieHHUs..

Tema 4. OpraHu3aluOHHO-PACHOPSAUTEILHAA JOKYMEHTALMSA: NMOHATHE, KiIaccH(puKanus, cOCTaAB U
odopmiieHHe peKBU3UTOB. Bi1aHKHM 10KyMEHTOB.

Odopmiienne ynpaBieHueckod JokyMmMeHTanuu. [loHsTHe U KiIaccupuUKanus OpraHU3alMOHHO-
pacnopsAMTENbHBIX JOKYMEHTOB. COCTaB M CXEMBbI PACTIONIOKEHHS] PEKBU3UTOB.

bnaHku TOKYMEHTOB M UX BHJIBI.

OdopmneHne  peKBU3UTOB  OPraHM3alMOHHO-PACTIOPSIAUTENbHBIX  JIOKYMEHTOB.  PeKBU3UTHI
3aroJ0BOYHON YacTH TOKyMeHTa. PEKBU3UTHI coslepKaTeIbHON 4acTH TIOKyMeHTa. PeKBU3UTHI 0(hopMIIIOLIeit
4acTH JOKyMeHTa. TpeOoBaHUS K HM3TOTOBJIEHUIO JOKYMEHTOB.

TpeboBaHMs K U3TOTOBJIEHUIO, YUETY U XPaHEHUIO repOOBBIX OJIaHKOB.

Hopwms! 1 TpeOoBaHus K pa3MEIIEHNI0 PEKBU3UTOB JOKYMEHTOB.

OpraHu3anvoHHbIe JTOKYMEHTHI. PacnopsaurensbHble JoKyMeHTH. Ilpotokonbl.  MH)opmanmoHHO-
CIPaBOYHBIE IOKYMEHTBHI.

Tema 5. SI3bIK ¥ cTHIIB CIIyKeOHOM JOKyMeHTAuMU. TunnyHbie OIIHOKH.

OO61as XapakTepUCTHKA CTUJIS CITY>KEOHON JOKYMEHTAI|H.

Hopmb! ouiinanbHO-1€10BOTO CTUIIS.

Penakropckas mpaBka Ci1y>kKeOHBIX JOKYMEHTOB.

CTpyKTypHBIE OIIMOKH.

Cunrakcuueckue omuOku. OmMOKH, CBSI3aHHBIE C HEMPaBWJIBHBIM MOPSIKOM CJIOB B NPEAJIOKEHUU.
Hapymenne cneunduku ynorpebiaeHus AeenpUyacTHBIX 000poToB. OmMOKH, BO3HHKAIOIIUE B pe3ysbTare
HE3HaHUs CTPYKTYPHI CIOXKHOIO IpeioxeHus. HenpaBuibHoe ncnosib30BaHue mpeioros. HemnpasuibHoe
COIIACOBAHUE B MAJIEXKE.

Mopddonornueckue omubku. CornmacoBanue omnpesneneHuid. OmuOKku Mpu ynoTpeONeHUH MOJHOW U
KpaTkoi (hopM HMeH npuiiaratesibHbIX. OmmOKy B yoTpeOIeHNH KOJTMUYECTBEHHBIX MMEH YHCIUTENbHBIX.

Jlexcuueckue OmmOKH.



Tema 6. OdopmieHue NPUKA30B, OPraHU3ANMMOHHO-NIPABOBBIX W [JPYrUX PAaCHOPSAAUTETbHBIX
AOKYMEHTOB.

OOmass xapaKTepUCTHKAa OCHOBHBIX JTaloOB MOATOTOBKH MpuKka3oB. OdopmieHue U OCHOBHBIE
PeKBU3UTHI iprKasza. OpopmileHHE PacTOPSHKEHNUS, YKa3aHUsl, [IOCTAHOBIICHHS, PELICHHUS.

Pa3paboTka u  yTBepKIeHHE KOMIUIEKCa OpPraHU3alMOHHO-NPABOBBIX JOKYMEHTOB (YcTas,
[Tonoxenune 00 opraHu3anuy, CTPYKTYPHBIX MOJPa3/IeICHNN, KOJUIETHAIbHBIX U COBEUIATENbHBIX OpraHax;
HITaTHOE pacnucaHue; oQopmileHHuEe MOJOKEHUH, HHCTPYKLUHUU IO OTACNIbHBIM BHJIAM JI€ATEIbHOCTH;
JOJDKHOCTHBIE MHCTPYKLIUN).

Tema 7. OpopMieHue caykeOHbIX MUCEM U APYroil HHPOPMAUMOHHO-CIIPABOYHOM TOKYMEHTAI[UU.

[Tonstne «ciayxeOHOE NHCHMOY». Pa3HOBHIHOCTH CIIy’KEOHBIX TNHCEM. PEKBH3HTBI U CTPYKTYpa
CIIy’)keOHOTO HHUChbMa. SI3BIK U CTWIIb CIIY’KEOHOTO MHCbhbMa. DTHKET B Ciy)keOHOU mepenucke. OOpasubl u
pUMepbl 0(OPMIICHUS CITYKEOHBIX MHACEM.

Haznauyenne u kiaccupukanus [eNOBbIX MUCEM (rapaHTUHHOE IHCHMO, 3aKa3, 3ampoc, 3asBKa,
u3BeUIeHWEe, WH(GOPMAIMOHHOE TMHChMO, HAIOMHUHAHUE, OTKa3, OTKPBHITOE IHCHbMO, NOJATBEpPKICHHE,
NpeIIoKEeHHe,  IpUIIalleHhe, TMpoch0a,  pEeKOMEHAaTelbHOE€  MHCbMO,  COrjacue, COOOLIeHHeE,
COMPOBOAUTENIHHOE MMUCHMO, TPeOOBaHUE, YBEAOMIICHHUE).

HenoBas nepenucka. [[enoBbie BCTpeun U BU3UTHL. Y4YacTUE B BbICTaBKax U sipmapkax. [IpencraBienue
MHTEPECOB U MocpeAHn4YecTBO. KOH(IMKTHBIE CHTyanuy.

[Tucemennas koppecnonaeHuua. Hocurenu nucekMeHHON KOppecnoHieHunu. bymara s nucbMeHHOR
KOpPPECIOHICHIIMU. BUIbI MOYTOBBIX OTIPABJICHUM.

OcoOenHocTu 0pOpMIICHUS MTHUCEM, TTEPEAABAEMBIX SJICKTPOHHOM MMOYTOM U MO KaHallaM 3JIEKTPOCBSI3H.

OdopmieHne akTa, TPOTOKOJIA, TOKIAHOM, CITyKEOHOH M OOBSICHUTEIHLHON 3aIHCOK.

Tema 8. JlIokyMeHTHpPOBaHHE KOMMEPYeCKOM AeATeIbHOCTH MPeANPUSITHS.

Kommepueckue mnuceMma. JloroBopbl (IOroBOp KYIUIM-NPOJAXH, JOTOBOpP IOCTaBKU). IIpoTOKOIbI
pPa3HOIIACHI K JOTOBOpPaM MTOCTaBKH.

Kommepueckue akTbl.

[IpeTen3noHHO-UCKOBasA JokymeHTauus. VickoBbie 3asBinenus. [IpeabsaBienue ucka. Pekomennauuu mno
oopmieHHI0O HWCKOBOTO 3asiBIeHHA. JOKYMEHTBI, TpuiaraeMble K HCKOBOMY 3asiBiIeHHI0. OcTaBieHue
MCKOBOTO 3asiBJICHUS 0€3 TBUKCHHUSI.

[Tucemo-tipeTeH3ust (pexaamMarius).

Kaccannonnas xano6a (00xajioBaHue pelIeHus Cy/ia IO HCKOBOMY 3asIBIICHUIO).

Tema 9. Me:xnyHapoaHasi nepenucka. JlokyMeHTbI 10 BHEIIHEIKOHOMHUYECKOM eI TeJIbHOCTH.

MexayHapo/iHble CTaHAapThl MO odopmieHHto AoKyMeHToB. Popmarel Oymaru. IIpoekTupoBanue
0aHKOB. PEeKBU3UTHI MEXAYHAPOIHOIO MTUCHMA.

[ToaroToBka Ae10BOI KOPPECHOHACHIUH [Tl 3apYOEKHBIX TAPTHEPOB.

OdopmieHne KOPpEeCHOHACHIIMM B aHIJIOA3BIYHBIX cTpaHax. CrTpykrypa Qopmynspa M COCTaB
PEKBU3UTOB CIIy)KeOHOT0 nucbMa. TpedoBaHus K 0(hOPMIIEHHIO KOHBEPTOB.

C6op unpopmaiuu o neroBoM mapTtHepe. Berpeun, oOMeH BuszuTamu. BricTaBOYHasi MesATEIbLHOCTD.
JHoroBopsl. Konduukrhele cutyaruu. Kongmukrel. MHpopmanmonHoe obecnieuenre. @UHAHCOBBIE BOIPOCHI.
Tpancnopr.

Knaccugukarus 1oOKyMEHTallMM MO BHEIIHEAIKOHOMUYECKOH NesTeabHOCTH. ToproBas perucrpanus u
TOProBbl€ KHUTH BO BHEIIHEAKOHOMHUYECKOHN J1eATeNbHOCTU. TeXHUYecKass U ToBapHas JOKyMeHTalus. Buel
KOHTPAKTOB, O(POPMIISIOMINX BHEUTHEIKOHOMHUYECKYIO JIeSTeNbHOCTh. DOPMBI MPUIOKEHUNH K KOHTPAKTaM.
Odopmnenne nomoaHeHu u crnerudukanuii K KouTpaktaMm. CTpyKTypa U COJep)KaHHe JOTroBOpa O KyIuie-
IIPOJaXe.

Tema 10. /Iesionpou3BoaCTBO 10 NUCbMEHHBIM H YCTHBIM 00pallIeHUsIM I'PAKIaH.

CraHOBIIEHHE U PA3BUTHE OTEYECTBEHHOTO JENIONPOU3BOJCTBA MO paboTe ¢ OOpalleHUsIMH TpaXkJaH.
3aKoHO/MATENIbHOE peryaupoBaHue paboTel ¢ oOpameHusiMu TpaxaaH B Poccuiickoir ®Dexepanuu.
Knaccudukanus obpamenuil rpaxnan. [lucemennsie oOpaienus rpaxjaaH. KoHTposib MCTIONHEHHs MUCEM
rpaxaaH JlemonpousBoacTBO 1Mo oOpamieHusM TpaxjaaH. OpraHuzanus JUYHOTO TpHeMa Tpa)aaH.
WndopmupoBanne rpaxgad. OOparieHuss W 3ampockl ocoboro KoHTpois. OpraHuzanusi paboThl ¢
oOpaInieHusIMU JIEMyTaToOB.

Tema 11. JlokymMeHTHpPOBaHHMe TPYAOBBIX OTHOLICHMI.
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Knaccugukarus 10KyMEHTOB IO JJUYHOMY COCTaBY.

OdopmiteHne 10KyMEHTOB, UCIIOIB3YEMBIX IIPH MpUEMe Ha paboTy (pe3tome, 3asBieHue). OpopmiieHue
IpuKasza (pacrnopskeHus) o mpueme Ha padoTy. JJOKyMeHTHI, NpeabsABiIsieMble NPU 3aKIOYEHUU TPYI0BOIO
noroBopa. OdopmiieHue TpynoBOro JoroBopa. JInunas xaprouka paOoTHHKA. XapaKTepUCTHKa paOOTHHKA.
ABrobuorpadus paboTHuka. AHKeTa paOoTHuKa. Jlmunoe nemo paGotHuka. TpyaoBas KHMKKA: Bbliadya,
odopmiieHre, XpaHEHHE.

Odopmienue npukasa (pactopspKeHUs) 0 epeBojie pabOTHUKA HA IPYTyio padoTy.

JIOKyMEHTUpOBaHUE MPOLIECCA YBOJbHEHUS (PacTOPKEHUS TPYJOBOIO JJOTOBOPA).
Tema 12. Padora ¢ koHGUIEHIIHATBHBIMYU JOKYMEHTAMH.

Opranuzanus paboThl ¢ KOH(PHUIACHIUATHHBIMU JOKYMEHTaMHU. 3akoH «O KoMMepueckod TaifHe».
3amuTa nepcoHaNbHbIX JaHHbIX paboTHHKA. DenepanbHbli 3aK0H «O MepCOHAIBHBIX TaHHBIX).

CBenenus, oTHoOcAMMECS K KOH(QUACHIUAIbHOW HHPOpManuu. 3amuTa JOKYMEHTOB, COJEpKaIluX
KOMMepuecKyro TailHy. OpraHuzanus paboThl € JIOKYMEHTaMHM, COJAEpKallMMHU KOH(UAECHIHAIbHbIE
CBEJICHHUSI.

TexHonorust 00pabOTKH KOH(PUICHIHUANBHBIX JOKYMEHTOB. DTallbl NOArOTOBKH JAEJIONPOU3BOAUTEIIEM
KOH(QHUICHIIMATBHBIX JAOKYMEHTOB. (OCHOBHBIE OIEPAIMOHHBIC TEXHOJIOTMYECKHE CXEMbl 00pabOTKU
KOH(HIEHIIMATIBHBIX JJOKYMEHTOB. YUeT MOATOTOBIEHHBIX KOH(PUACHIUAIBHBIX JOKYMEHTOB.

Tema 13. Cay:xkoa IOY (10oKymMeHTallMOHHOE o0ecnieyeHe YNPaBJIeHHs) B OpraHu3anusx.

Cnyx0a JIOY (mokyMeHTalMOHHOE obOecreueHue YIpaBieHHs) B OpraHu3aluu. 3agaud U (QyHKOUH
cyx0b1  JIOY. TumoBsle opraHu3anoHHBIE CTPYKTYyphl ciayxObl JIOY B opranmzamun. DyHKIun
CTPYKTYPHBIX noapaszzeneHuii ciyx6st JJOVY. [IpaBa u orBeTrcTBeHHOCTH ciyx 061 JIOY B opranuzanuu.

JIOJIKHOCTHOM M TEXHUYECKHUI cocTaB paOOTHUKOB. DYHKIMOHAIBHBIE O0S3aHHOCTH COCTaBa CIYy>KObI
JIOY. HopMaTuBHas periaMeHTalus M YCJIOBUA TpyAa paboTHUKOB ciy:x0bl JJOY.

Tema 14. Opranuszauusi 10KyMeHT0000pOTA.

[Tpobnema coBepIIEeHCTBOBAaHUS JOKYMEHTO0OOpoTa. [IoHATHE «IOKYMEHTOOOOPOT», €ro pa3BUTHE U
HOPMAaTUBHO-METOANYECKasl PErIaMEeHTalusl. XapaKTepUCTUKHU JTOKYMEHTO000pOTa.

OcHOBHBIE IIpaBUJIa OpraHU3alMd JOKYMEHTOOOOpoTa B yupexaeHuu. I[Ipuem, nepsuyHas o6paboTka,
pacnpeziesieHre MOCTYNUBIINX JOKYMEHTOB. [lopsiiok HanpaBieHusl Ha UCIIOJHEHUE U pabOThI UCIIOJIHUTEIS
¢ nokymeHTamu. [Topsaok 06pabOTKH UCXOASIIUX JOKYMEHTOB. OTIpaBKa JOKYMEHTOB.

Tema 15. Perucrpauusi 10KyMeHTOB.

[TonsiTHE cHcTEeMBI perucTpaluy JOKYMEHTOB. 3HauU€HHE M 3a/laud perucTpanuu JokyMeHToB. OOmue
IpaBWwia perucTpanuy JAOKyMeHToB. @OpMbl M TOPSAIAOK pPETUCTpalUU JIOKyMEHTOB. WHaekcanus
JOKYMEHTOB.

Opranuzanys CnpaBOYHO-MH(POPMAIMOHHON pPadOThl. ABTOMAaTH3MPOBAHHBIE CHCTEMbI PETUCTPALUU
JOKYMEHTOB.

Tema 16. KoHTpo.b CpOKOB HcHOJTHEeHHSI NOKYMeHTOB. CocTaBjieHMe HOMEHKJIATYp, TeKyllee H
ONepaTHBHOE XPaHEHHe Jel.

[lenp ¥ 3amauM KOHTPOJISI CPOKOB HCIIOJIHEHUSI JOKYMEHTOB. 3Hau€HUe, BHJbI U (HOPMBI KOHTPOJIS
CPOKOB HCITOJIHEHUSI TOKYMEHTOB. CpoKOBasi KapToTeKa. ABTOMaTU3UPOBAHHBIE CUCTEMbI KOHTPOJII CPOKOB
MCIIOJIHEHUS IOKYMEHTOB.

CocraBnenne HOMEHKIATyp Aei. OpraHu3anus TEKYLIETO XpaHEHUs NOKYMEHTOB. DPopMupoBaHUE U
OIIepaTUBHOE XpaHEHUE JIeI.

Tema 17. ApxuBHOe XpaHEeHHE JOKYMEHTOB.

[TonroroBka nenm K IMepenaye Ha AapXUMBHOE XpaHEHHE. OKCIEepPTH3a LIEHHOCTH JIOKYMEHTOB B
JeNoNpon3BoACTBE. Buabl apxuBHbIX A0KyMeHTOB. Odopmienue paen. CocTaBieHHe oOmnHced jed.
ObecrieueHrie COXpaHHOCTH AOKYMEHTOB. [IOpsiiok YHUUTOXKEHHS] JOKYMEHTOB U JIeJl C UCTEKIIUMU CPOKaMH
XpaHeHus. Jleno3utapHoe XpaHEeHHE JOKYMEHTOB.

HopmaTtuBHo-1ipaBoBoe obecrieueHue aAesaTeabHocTH apxuBoB B Poccuiickoit denepanuu. HopmarusHas
perinaMeHTanus paboThl apXUBOB OpraHU3alMii. XpaHeHUE U yueT apXUBHBIX JOKyMEHTOB. KoMiuiekToBaHue
apXUBOB apXUBHBIMU JJOKYMEHTaMH. JlocTyn K apXUBHBIM JOKYMEHTaM M X HUCIOJIb30BaHUE.

MarepuanbHO-TEXHHUECKOE oOecreyeHne apxuBa. TpeOoBaHMS K MOMEIICHUIO apXUBOXPAaHWIUIIA.
O6opynoBaHue apxuBa.



VY4er U XxpaHeHue 3JIEKTPOHHBIX TOKYMEHTOB. [lopsaok mepenayn TOKYMEHTOB Ha TOCyIapCTBEHHOE
XpaHeHHeE.

Tema 18. Texnuueckue cpeacrsa, npuMeHsieMble B /1eJI0NPOU3BOACTBE.

OO0mee mpeAcCTaBIEHUE O TEXHUYECKHX CPEACTBaX B JIEIONPOM3BOJCTBE. KoMIbroTepusanus
JEeN0NpOon3BoACTBAa. OCHOBHBIE BO3MOKHOCTH KOMITBIOTEPHBIX TexHOJorui B JIOVY.

[ToHsiTHE SNEKTPOHHOTO JOKyMeHTa. [IpeumymiecTBa W HEAOCTATKH JJIEKTPOHHOTO JIOKYMEHTA.
Odopmienne T0KyMEHTOB B 2JIEKTPOHHOM Bujie. OCHOBHBIE MeTO/IbI hopMaTupoBaHus Tekcta. OpopmiieHue
CHUMBOJIOB TeKCTa. Brinenenue ab3anen. Pacnonoxenue Tekcta. PyOpuku, BEICTICHUS B TEKCTE JICKTPOHHOTO
nokyMmenTa. [Ipumeuanus, cHocku. BepcTka cTpaHHil MHOTOCTPAHUYHOTO TEKCTA. YTIOTpeOieHHnEe MPOMUCHBIX
U CTPOYHBIX OYKB B TeKCTe AoKyMeHTa. Hambonee ynorpebisiembie cokpamieHus cioB. OdopmieHue aat u
qrceln B JOKyMeHTax. [ledyaTs 37IeKTPOHHOTO TOKYMEHTA.

[TonsatHe W CTPYKTypa TaONWIBI B 3JIEKTPOHHOM JokKyMeHTe. OCHOBHbIE TpeOoBanus K (opme u
noctpoenuto Tabnui. OdopmieHre HyMepalmoOHHOTO 3arojioBka Tadbmuisl. OgopmiieHre 3aroJioBKOB U JaT.

ABTomaTm3amusi paboThl C JOKyMEHTaMH. ABTOMAaTH3MpOBaHHBIE paboune MecTa. DJIEKTPOHHBIC
O(HICHbIE CHCTEMBI.

Opranuzanus JOKyMEHTO000pOTa C HCIIOIh30BAaHHEM CPEJICTB TEIIEKOMMYHUKAIIUH.

5.4. Temarndeckuii IUIaH JIEKIIMOHHBIX 3aHATHI.

No DOpMBI TEKYILETO
. TpynoemMKkocTsb,
No | pazne Tembl mpakTHUECKUX (CEMUHAPCKHUX) 3aHATHH u KOHTPOJIS
ja ) YCIIEBAEMOCTH
1 1 [Ipenmer, conepkaHue U 3aJa4d AUCUUATLIAHBI 1 Koncmnexkr, perrenue
«J1oKyMEeHTO000POT U JeNIONPOU3BOACTBOY. CUTYallMOHHBIX 3a/1a4
1 TecT, ohopMIICHHE

SI3bIK ¥ CTUIT CITY:KEOHOM TOKYMEHTAIUH.

2 5 JIOKYMEHTOB, PEIICHHE
TunuyHbie OMIMOKH.
CUTYallMOHHBIX 3aJ1a4
1 OdopmieHne TOKyMEHTOB
MexnayHaponHas nepenucka. JJokyMeHThI 110 (op ALOKY ’
3 9 o pelIeHre CUTYalnOHHBIX
BHEITHEAKOHOMHUYECKON AEATEIIbHOCTH.
3a/1a4y
4 13 Cnyxb6a JIOY (noxymeHTallnOHHOE 1 Dcce, peleHne
o0OecrieyeHre yrpaBJeHys]) B OpraHU3ausx. CUTYyallMOHHBIX 3a/1a1

5.5, Temaruyeckuil miaH 1abopaTOPHBIX padoT.
He mpenycMmorpensl

6. MATEPHAJIbBI TEKYIIEI'O KOHTPOJISA YCHEBAEMOCTH 110 JUCHUMIIJIMHE
MOAYJIIO)
Texymumii KOHTPOJIb YCIIEBAEMOCTH OOECIIeUnBaeT OLEHUBAHUE X0Jla OCBOECHUS JTUCIMILIMHBI (MOIYJIs)
U OpraHu3yeTcsl B COOTBETCTBUU C MOPSAIKOM, ONpPEAEIiEMbIM JIOKaIbHBIMU HOPMAaTUBHBIMU akTamu MAJIN.
Ilopsaok mpoBeAcHUS U CUCTEMA OLEHOK PE3yJbTATOB TEKYLIErO KOHTPOJIA YCIIEBAEMOCTH YCTAaHOBJICHA
JIOKaJIbHBIM HOpMaTUBHBIM akToM MA JIU.
B kagectBe opM TeKyIIero KOHTPOJISI yCIIEBAEMOCTH 10 AUCHUIINHE (MOAYIIO) UCTIONb3YIOTCS:
- YCTHBIH ompoc (ppoHTanbHas 6ecesa, MHAUBUAYaAIbHBIN OMPOC, T0KIa/Ibl);
- TIpoBEpKa MHCbMEHHBIX 3aJaHui (HAaMCaHUE 73CCE, KOHCIEKTUPOBAHWE HAy4YHBIX CTaTeH,
oopMiIeHHE 1ETI0BO MEPEUCKN);
- TECTUPOBAHUE;
- pelleHre CUTYallMOHHBIX 3a/1a4.

7. ®OHJ OLEHOYHBIX CPEJACTB I MPOBEJEHUS TNPOMEXYTOYHOM’
ATTECTALIMM OBYYAIOIIUXCS MO JUCHUTNJIMHE (MOYJIIO)

7.1. TlepeyeHp KOMIETEHLHMH € yKa3aHHeM JTanmoB X (GOpMHPOBaHHMS B IpoLecce OCBOCHHUS
o0pa3oBaTe/IbHOI NPOrpaMMBbl.



B pe3ynbrate ocBOeHUS NUCHUIUIMHBI (MOAYsS) POPMHUPYIOTCS CIEAYIONINE KOMIETCHIIUN:

OIIK-4 CnocobeH wuCMoONb30BaTh B NPO(ECCHOHATBHON ACSITEIPHOCTA PACHOPSIAUTEIBHYIO H
IMPOCKTHYIO HNOKYMCHTALIMIKO, a TaKKXC HOPMATHUBHLIC IIPABOBBIC AKTHI B oOiactu CTPOUTCIILCTBA,
CTPOUTEIILHOM WHAYCTPHH U JKAIHITHO-KOMMYHAJIBHOTO X03HCTBA

B mpomecce ocBoeHusi 00pazoBaTeIbHON MPOrpaMMbl JaHHBIE KOMIIETCHIIMH, B TOM YHCIE HX
OTJIeJIbHbIE KOMIIOHEHTHI, ((OPMUPYIOTCS MOATAIHO B XOJI€ OCBOCHUS 00yUYaIOIUMUCS AUCHUILINH (MOAYyIEl),
MPAKTUK B COOTBETCTBUU C YYEOHBIM IIJIAHOM U KaJICHAAPHBIM IpaduKoM y4eOHOTO IMpoIecca B CIEAYIoIeM
MOpSATIKE:

OIIK-4 -cnioco0eH HCMOJIb30BATh B MPO(ecCHOHATBHOM /IeATEJIbHOCTH PACOPSAAUTEIbHYI0

U NPOEKTHYI0 JOKYMEHTANMI), a TaKKe HOPMATHBHBLIE NPAaBOBble aKThI B 00J1aCTH

CTPOUTEIbCTBA, CTPOMTEIbHOM HHAYCTPUH H KUJIMIIHO-KOMMYHAJIbHOI0 X0351licTBa
JAucnuniannabl (MOLYyJIM), Kypcbl dopMa npoMe:K.

NMPAKTUKHU 1 2 3 4 5 aTTecTAllNN

b1.0.24 MexaHnuka rpyHTOB. + + 3a4eT, FK3aMEeH

OcHoBanust ¥ QyHIAMEHTBI

b2.0.01(Y) O3nakomuTenbHas + 3a4eT C OLICHKOM

MIPAKTHKA

b1.0.22 Mertpounorus, + 3a4eT

CTaHJapTU3ALMS U

cepTuduKaImsI

b1.0.06 JoxkymeHTO000pOT M + 3ayer

JIEIONPOU3BOJICTBO

b3.01 [ToaroroBka k mpoueaype + OIICHKA

3aIUTHI U 3aIIUTA BBITYCKHON

KBAJTM(UKAITMOHHON pabOTHI

7.2. OnMcanue Moka3aTelel W KpUTEpHUEB OLIEHUBAHMS KOMIIETEHIMHA, (OpPMHUpPYEMBIX 0 HUTOram
OCBOEHUS AUCUUITINHBI (MOYJIs), ONMCAHNUE IIKAJT OLEHUBAHUSI.

[Toka3areneM OIEHMBAHUS KOMIIETEHIMM Ha pa3lWYHBIX dTanax HUX (OPMUPOBAHUS SBISETCS
JOCTHKEHHE 00Y4aIOIUMHUCS TUTAHUPYEMBIX PE3yJIbTaTOB 00YUYEHHMsI 110 AUCHHUILINHE (MOJYJIIIO).
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OIIK-4 - CnocodeH HCI0JIB30BaTh B MPO(eCcCHOHAIBLHOI AesiITeJIbHOCTH PACTIOPS/THTEIHHYIO H TPOEKTHYIO TOKYMEHT AN
00J1aCTH CTPOMTEIBCTBA, CTPOUTEIBHON HHAYCTPHUH U *KUJIHIHO-KOMMYHAJIBHOI'0 X031iiCTBa

IMoxa3zarenn Kpurtepuu oneHuBanns
2 3 4
3HATH: OOyuatommiicst aeMoHcTpHpyeT | OOywarommuiics nemoHcTpupyeT | OOydarommiicss ZeMor
-OITK-4.1. Br16op | monHOE OTCYTCTBHE FITH HETIOTHOE COOTBETCTBHUE YaCTUIHOE COOTBETCT]
HOPMAaTHBHO-TIPABOBBIX U | HEIOCTAaTOYHOE COOTBETCTBHUE CJICAYFOLINX 3HAHWH! CIIEAYIONINX 3HAHHH!
HOPMATHBHO-TEXHIYECKUX CIIEAYIOIINX 3HAHUH: -OIIK-4.1. Bri6op -OIlK-4.1.
JOKYMEHTOB,  PEryJUPYIOUIHX -OI1K-4.1. Bri6op | HOpMaTHBHO-TIPAaBOBBIX U | HOPMAaTUBHO-IIPABOBE
JIeSITeIIbHOCTh B o0yacT | HOPMATHBHO-NIPABOBBIX U | HOPMaTHBHO-TEXHUYECKUX HOPMaTHBHO-TEXHUYE
CTPOUTENBCTBA, CTPOMUTEILHOH | HOPMAaTHBHO-TEXHHYECKHUX JOKYMEHTOB,  PETYJUPYIOUIMX | TOKYMEHTOB,  DETY.
WH]TyCTPUH u JKWJIMIIHO- | JIOKYMEHTOB,  PETYJIMPYIOIIUX | JIESTeNbHOCTh B obJylacTu | JesiTeNbHOCTh B
KOMMYHAJILHOTO XO3sHCTBa JUI | AEATEIBHOCTD B 00J1acT! | CTPOMUTENBCTBA, CTPOUTENBHON | CTPOMTENBCTBA,  CTP
peleHus 3aJa4yl | CTPOMTENILCTBA, CTPOUTEIBHOW | MHAYCTPUHU " KWJIHMIIHO- | MHAYCTPUU u
npodeccrnoHanbHOI HUHIyCTPUH n KHUJIMITHO- | KOMMYHAIBHOTO XO3SIMCTBA [UIS | KOMMYHAJIBHOTO X035
JeATEIIBHOCTH. KOMMYHQJIBHOTO XO3SHCTBa AJISI | PELICHHS 3a7a4y | peIIeHHs
pemeHus 3amaun | npodecCHOHATBHON po¢eCCHOHATBHOM
podecCHOHANTBHOM JIESTEIILHOCTH. JIESITEIIHOCTH.
JESATEIbHOCTH. Jomyckarorcs 3HaunTenbHble | Ho JI0
OIIMOKH, MIPOSIBISIETCSl | HE3HAYUTEIIBHbIC
HEOCTaTOYHOCTh 3HAHUH, 110 | HETOYHOCTH, 3aTpy/l
psny MoKaszatesel, | aHaJTUTUYECKHUX OIep:
obOy4arormuics HCTIBITHIBAET
3HAYUTEJIbHBIC 3aTPyJHEHHS TIPH
ONEPUPOBAHUM 3HAHHUSAMH IIPH
UX  TIepeHoce  Ha  HOBBIC
CHUTYaIHH.
YMeThb! OOyuarommiics He OO6yuatontuiicst neMoHcTpupyeT | OOydaromuiics JeMoE
- OIIK-4.5. CocraBieHue | yMEeT WM B HEAOCTaTOUHOM HEMNOJIHOE COOTBETCTBUE YaCTUYHOE COOTBETCT
pacnopsauTeNIbHON  JTOKYMEH- | CTEIICHH YMEeT: CIICAYIONINX YMEHUMH: CIIEAYIONINX YMEHUMH:
Talyu MIPOU3BOJACTBEHHOTO | - OIIK-4.5. CocraBiieHue | - OIIK-4.5. CocraBiieHue | - OIIK-4.5. C
MOApa3/iesieHuss B TNPOQHILHON | PacIOpAANTEIbHON  JOKYMEH- | PaclopsAUTEIbHOW  JOKyMEH- | paclopsAUTEIbHON
chepe npodecCHOHANBHON | Taluu MIPOU3BOJICTBEHHOTO | TaIlH MPOU3BOJICTBEHHOTO | TallMU MIPOU3BO]
JIeSITETIbHOCTH. nojipa3ieneHus B NpoQWIBLHOHN | moapaszeneHus B Npo(WIBHON | MoJpasjieneHus B Iij
chepe npodeccuonanbHo# | chepe npodeccroHanbHoi | chepe npodece
JeSITeTbHOCTH. JIESITETIBHOCTH. JIeSITETTBHOCTH.
JHomnyckarores 3HAUUTENbHbIE | YMEHUS OCBOECH
OILIMOKH, MIPOSIBIISIETCS | AOIMYCKAIOTCSI HE3Ha
HEJIOCTATOYHOCTh YMEHHH, 10 | OIIMOKH, H
psny MoKazaTesel, | 3aTpyIHEeHus
o0yyJaromuics UCTIBITBIBACT | QHATUTHYECKUX (
3HAYUTEJbHBIC 3aTPyJHEHUS IIPH | NIEPeHOCE YMEHHH |
ONIEpPUPOBAHNM YMEHHSIMH TIpH | HECTaHJapTHBIC CUTYa
UX  TepeHoce  Ha  HOBBIE
CHUTYaIIH.
BJIA/IeTh: OO6yyarommiics He BianeeT win | OOydJaromuiics BiIaaeeT: OOGyuaronuiics
- OIIK-4.6. IIpoBepka | B HEIOCTATOYHOH  CTENeHH | - OIIK-4.6. IIpoBepka | BrmajmeeT:
COOTBETCTBUS IIPOEKTHOH | BIaJeer: COOTBETCTBUS IIPOEKTHOH | - OIIK-4.6.
CTPOUTENIBHOM  JOKYMEHTaluu | - OIIK-4.6. IIpoBepka | cTpoUTENbHONM  TOKYMEHTALUU | COOTBETCTBHUS
TpebOoBaHUIM HOPMAaTHBHO- | COOTBETCTBHUS MPOEKTHOH | TpeOOBaHUIM HOPMAaTHBHO- | CTPOMTENBHOH  JIOK
NPaBOBBIX W HOPMAaTUBHO- | CTPOMTEJFHOH  JOKYMEHTAllMM | MPaBOBBIX M HOPMATHBHO- | TPEOOBaHMSIM HC
TEXHUYECKUX JOKYMEHTOB. TpeOOBaHUSIM HOPMAaTHBHO- | TEXHUYECKHUX JOKYMEHTOB. NPaBOBBIX M HC
NPaBOBBIX M HOpMaTWBHO- | OOywarouuiics UCTIBITBIBAET | TEXHUYECKUX JIOKYyMel

TCXHUYCCKHUX NOKYMCHTOB.

3HAYUTCIIbHBIC 3aTPYJAHCHUSA IIPU
MNPUMEHCHUN HABBIKOB B HOBBIX
CUTyalusiXx.

Ho 20
HE3HAYHTEILHBIE

HETOYHOCTH, 3aTpYIl
AHAJTITUTUYCCKHUX (

[IEPEHOCE YMEHHUM |
HECTAHJIAPTHBIC CUTYA

[[Ixanbl OIIEHUBAHUS PE3YIHTATOB MIPOMEXKYTOUHOM aTTeCTallMM U UX ONUCAHUE:
®opmMa IPOMEKYTOUYHOM aTTeCTAllUU: 3a4eT.



[TpomexyTouHasi arrecranusi oOyyaromuxcs B ¢gopme 3auéra MPOBOJUTCS IO pe3ylibTaTraM

BBITIOTHEHUSI BCEX BHUIOB Yy4eOHOW pabOTHI, MPETYCMOTPEHHBIX YYEOHBIM IUJJAHOM IO JaHHOU
JUCHUIUIMHE (MOMYIIO), TIPU 3TOM YUMTHIBAIOTCS PE3yJIbTaThl TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH B
TeueHue cemecTtpa. OIllEHKa CTENEHU JOCTH)KEHUS OOYy4YarolUMMUCS IUIAHUPYEMBIX PpEe3YyJIbTaToOB
oOyueHuss 1O JUCHUIUIMHE (MOAYNIIO) IPOBOJUTCS TMpenojaBaTesieM, BEAYIIUM 3aHSITHS 110
JUCHUILIMHE (MOJYJII0) METOJOM AIKCIEPTHON ouneHKu. [lo uroram mpoMexyTouyHOH aTrTecTaluy Io
JTUCHUILTMHE (MOIYIIO) BHICTABIISIETCS OLICHKA «3aUTEHOY HIIN «HE 3aYTCHO».

1.
2.
3.

OICHUBaAHUA

HMIxana
Onucanue

BreimonHensl Bce BuAbl Y4eOHOH pabOThI, NPEAyCMOTPEHHBIX YYEOHBIM
wiaHoM. CTyAE€HT JE€MOHCTPUPYET COOTBETCTBME 3HAHWM, YMEHUH, HAaBBIKOB
NPUBEJCHHBIM B TaOJHMIIaX TMOKa3aTesei, ONepupyeT NPHOOPETCHHBIMU
3a4yTeHo 3HAHUSMM, YMEHUSIMH, HABBIKAMH, IPUMEHSET UX B CUTYallUsAX MOBBILIEHHOM
cioxkHoctd. [Ipu 3TOM MOTryT OBITH MOMYIIEHBI HE3HAYUTEIHHBIC OIIUOKH,
HETOYHOCTH, 3aTPYAHEHUS TPH aHATUTHYECKUX OTepalusiX, HepeHoce 3HaHU
¥ YMEHHI Ha HOBBIC, HECTaHJAPTHBIC CUTYallNH.

He 3aureno

He BbmonneH oauH mim Ooniee BUIOB Yy4eOHOH padOTHI, MPEeayCMOTPEHHBIX
y4eOHbIM M1aHoM. CTYAEHT JeMOHCTPUPYET HEMOIHOE COOTBETCTBHE 3HAHUM,
YMEHMH, HaBBIKOB IPUBEJIEHHBIM B TaOJIMIAX IOKa3aTelel, J0MyCKarTCs
3HAYUTENbHbIE OLIMOKH, MPOSBIAETCS OTCYTCTBUE 3HAHUM, YMEHUH, HaBBIKOB
10 PsAAY MOKa3aTesIei, CTyIeHT UCIBITHIBACT 3HAUUTEIIbHBIC 3aTPYAHEHUS [IpU
OIIEPUPOBAHUU 3HAHUAMU U YMEHUSAMU IIPU UX [IEPEHOCE HA HOBBIE CUTYALIUHU.

7.3. TunoBbie KOHTPOJbHbIC 3aJaHUsI NMPOMEKYTOYHOH ATTeCTAMM O0Y4YAIOLIMXCH IO
AMCHUIIMHE (MOAYJIIO).

3anaHust Ui IPOBEPKU PE3yIbTaTOB O0yUEHHS «3HATHY.

OCHOBHBIE TIOHATHS U ONIPEIENIEHUS B 00JaCTH AEIONPOU3BOICTBA.

3HavyeHue T0KyMEHTAllMOHHOT0 00ecIeYeHus YIIPaBIeHHU .

HopmartusHo-nipaBoBas 6a3a opranu3alnyy JOKyMEHTAlMOHHOTO 00ecIiedeH sl YIPaBIeHUs KaKk

OCHOBA TCXHOJIOT'UH ITPOLECCOB YIIPABJIICHU.

©ooN oA

Hcropust BOSHUKHOBEHUS U PA3BUTHS YIIPABICHYECKOM TOKYMEHTALUH.

CoBpeMEHHOE TOCYJapCTBEHHOE PErYJIMPOBAaHUE IE€TIONPOU3BOICTBA.

JlokyMeHT, ero ocHOBHbIE QyHKIMH. Kiaccudukanus J0KyMEHTOB.

Bunas! pekBu3uTOB 10KyMeHTOB. [IpaBuna opopmieHns OTACIBHBIX PEKBU3UTOB JOKYMEHTOB.
VYuudukanus v ctanaaptusanus. Y HUUIUPOBAHHbBIE CUCTEMBI JOKYMEHTAIUH.
OpraHu3alMOHHO-pacToOpsAIUTeIbHAs JOKYMEHTAlUs: MOHATHE, KiIaccu(uKauus, COCTaB H

O(POPMIICHUEC PEKBU3UTOB.

10.
11.
12.
13.
14.
15.
16.

bnaHku TOKyMEHTOB M UX BHIBI.

OO61as xapakTepUCTHKA CTUJIS CITY>KEOHOU JOKYMEHTAI|H.

Cayx06a JIOY (nokymMeHTalmoHHOE o0ecTieyeHre YIpaBiIeHHs ) B OpraHu3almsx.
Opranu3zanus T0KyMeHT0000poTa.

Perucrpanus 10KyMeHTOB.

KoHTponh CPOKOB MCTIONHEHUS TOKYMEHTOB.

ApXuBHOE XpaHEHHE IOKYMEHTOB.
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J1Jis TpOBEPKU PEe3yabTATOB OOYUCHUS «YMEThY, «BIAJICTh):

YMeTh UCTI01b30BaTh MH(POPMALIMOHHO-CIIPABOYHBIE JJOKYMEHTHI.

YMeTb COCTaBIATh PEAAKTOPCKYIO IPABKY CIYKEOHBIX JTOKYMEHTOB.

OdopMsaTh pacniopsKEHUS, YKa3aHUsl, TIOCTAHOBJICHHUSI, PEILICHUS.

Pa3pabarpiBaTh W yTBEpKIaTh KOMIUIEKC OpPraHW3allMOHHO-TIPABOBBIX JOKYMEHTOB (YcTaB,
HOJ‘IO)KCHI/Ie 00 opraHu3aiuy, CTPYKTYPHBIX MOJpPa3ieieHHI, KOJUIETHAIbHBIX U COBEIIATEIbHBIX
opraHax; HITaTHOE pacmucaHue; Oo(opMIICHHE MOJOKEHUH, HMHCTPYKIHH 110 OTIENbHBIM BHIAM
NEeSITeNIbHOCTH; JOJIKHOCTHBIE HHCTPYKIUH).

el A

5. OdopmisaTh ciaykeOHbIC THCbMA M JPYTYI0 HH()OPMAIIMOHHO-CIIPABOYHYIO JIOKYMEHTAIIHIO.

6.  OdopmIIsATh aKThI, TPOTOKOIIBI, JOKJIATHBIC, CITY>KEOHBIC U O0BSICHUTEILHBIC 3aIMHCKH.

7. JIokyMEeHTHpPOBAaTh KOMMEPUECKYIO JNESITEIHbHOCTD MPEITPUSITHUSI.

8.  CocraBmsiTh MPETEH3MOHHO-UCKOBYIO TIOKyMeHTanu0. VickoBbie 3asBineHus. [luceMo-nipeTeH3us
(pexmamartus).

9.  Bectu MeXAyHapOAHYIO MEpPEenucKy. JJOKYMEHTHI [0 BHEIIHEAKOHOMHUYECKOW AEATEITbHOCTH.

10. Bectu nenonpou3BOACTBO O MUCbMEHHBIM U YCTHBIM OOpaIlEHUsIM IPakJIaH.

11. JloKkyMeHTHpOBaTh TPYIOBbIE OTHOLICHHUS.

12. PabGoraTh ¢ KOH(pUIEHIIUATBHBIMH IOKYMEHTAMHU.

13. CocraBnsaTe HOMEHKIATYPY, TEKYIIEE U ONIEPAaTUBHOE XPaHEHHE JIeIl.

14. Hcnonb3oBaTh TEXHHYECKHE CPEICTBA, NPHUMEHSEMblE B JIOKYMEHTAIlMOHHOM OOECIeYeHUU
yIpaBJICHUS.

7.4. MeToauyeckne MaTepualibl, onpeae/siloline NMPouUeaypbl OleHMBAHHUS Pe3yJbTATOB
o0yuyeHus MO0 JTUCHHUILIMHE (MOAYJII0).

Kontponp kauecTBa OCBOCHMS JUCHUIUIMHBI (MOJYJIS) BKJIIOYAET B ce€0s TEKYIIMA KOHTPOJIb
yCIIEBAEMOCTH U IMPOMEXYTOUHYIO aTTecTanuio oOyuaromuxcs. TeKyuil KOHTPOJlb YCIeBaeMOCTH
obOecrieurBaeT OICHWBAHWE XOJa OCBOCHUS JHUCHUIUIUHBI (MOIYJS), MPOMEXKYTOUHAS aTTECTAIUs
oOydaromuxcsi — OIEHUBAHUE NPOMEXKYTOYHBIX W OKOHYATENbHBIX PpE3yNbTaTOB OOydYeHHUs 110
JTUCIUTITUHE (MOYIIIO).

[Ipouienypsl OlleHUBaHUSI PE3yNbTaTOB OOYYEHHS MO AUCHUUIUIMHE (MOAYNIO), B TOM YHCIE
MPOIIEAYPHI TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH | MOPSIOK MPOBEACHUS MPOMEKYTOYHOU aTTECTAIlluU
00y4aroIuxcsi yCTaHOBIIEHBI JIOKATbHBIM HOPMAaTUBHBIM akToM MAJII.

8.  YUYEBHO-METOAMYECKOE " NH®OPMALIMOHHOE OBECIIEUEHME,
HEOBXOJIUMOE J1JIs1 OCBOEHUSA JNUCHUIIJIMHBI (MOAY JIS)
8.1. [lepeyeHb OCHOBHOIi ¥ TONMOJHUTEIBHOM JUTEPATYPBI, B TOM YHCJI€:
a) OCHOBHAas
1. KonduaeHnuaibHOE IEIOMPOU3BOCTBO U 3AIIUIICHHBINA AJIEKTPOHHBINA JOKYMEHTOOOOPOT :
yuebnuk / H.H. Kynses, A.C. [I¢mymikun, T.B. Konapamosa, A.I'. ®abpuunos ; [Tox oOmiei
penaknueit H.H. KynseBa. — 2-e. — Mockaa : Jloroc, 2017. — 500 c. — ISBN 978-5-98704-
711-8. — TekcT : 31EKTPOHHBIN // DneKTpoHHO-0uONMHoTeuHast cucteMa «Jlanpy : [calfT]. —
URL: https://e.lanbook.com/book/126123 (mara obpamenus: 23.10.2019). — Pexxum noctyma:
JUIsL aBTOPU3. MOJIb30BaTENEH.
2. ITamacenko IHO.A. Jlemonmpow3BOJACTBO: JIOKYMEHTAIIMOHHOE OOECIICUYCHHUE YIPABIICHHUS:
Vuebnoe nmocobue / INanacenko 10.A., - 3-e uzg. - M.:PUOP, UH®PA-M, 2016. - 112 c. -
(BO: bakanaspuar) - Pexxum moctyma: http://znanium.com/catalog/product/542773
3. Kabamos C.IO. DnekTpoHHOE MPaBUTEIHCTBO. DIEKTPOHHBIH TOKYMEHTO000pOT. TepMUHBI U
onpexaenenus : yued. nocodbue / C.1O. Kabamos. — M. : UH®PA-M, 2017. — 320 c. —
(Boiciiee oOpa3oBaHHe: bakanaspuar). - Pexum JIOCTyTA!
http://znanium.com/catalog/product/809828

0) 10NOJTHUTEIbHAS
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http://znanium.com/catalog/product/542773

1. EBmoxkumoBa JIL.M., Kopsbkun B.B., Ilemekun A.H., [IBeukoBa O.I'..2neKTpOHHBIIA
JIOKYMEHTOOOOpOT M oOecnedeHre Oe30MacHOCTH CTaHAAPTHBIMH cpeacTBaMu windows :
yuebnoe nocobue / JI.M. EBnokumona, B.B. Kopsoxun, A.H. IIeumekun, O.1'. [lIBeukoBa.-M.:
KVYPC, 2017.-296¢.-Pexxum mocryma: http://znanium.com/catalog/product/851088

2. beikoBa T.A., Kysnenosa T.B., Cankuna JI.B. JlokymeHTanoHHOE 00ecrieueHHe yIpaBIeHUs
(memomnpon3BoACTBO) : yued. mocodue / T.A. brikora, T.B. Ky3unenona, JI.B. Cankuna. — 2-¢
u3., nepepad. u non. — M. : UHOPA-M, 2017. — 304 c. + [lon. marepuaiibl [ DNeKTPOHHBIN
pecypc; Pexum noctyma http://www.znanium.com]. — (Briciiee oO6pazoBanue: bakanaBpuar).
- Pexxum noctyma: http://znanium.com/catalog/product/762591

3. TI'yryesa T.A. KoundunennuanbHoe aenomnpon3BoaAcTBo : yuebd. mocodbue / T.A. I'yryeBa. — 2-¢
u3a., nepepad. u jgon. — M. : UH®OPA-M, 2017. — 199 c. — (Bsicmee obpazoBanmue:
bakanaBpmuar). — www.dx.doi.org/10.12737/23514. - Pexum JOCTyTa:
http://znanium.com/catalog/product/766722

HopmaTuBHO-ipaBoBbIE JOKYMEHTBI

1. 3axon «O rocynapcrsenHoM repoe Poccuiickoit @enepanumn» 30.06.2003 Ne 1-OK3

2. 3akoH «O06 uHdopmanuu, HHGPOPMAIIMOHHBIX TEXHOJIOTUAX U O 3amuTe nHbopmarum» 27. 07.
2006 r. Ne 149-@3.

3. 3akoH «O KOMMEpUYECKOil TailHe»

4. 3akoH «O nopsike paccMoTpeHus obpaieHuil rpaxaan Poccuiickoit ®enepauun» 02.05. 2006
r. Ne 59-@3.

5. 3akoH «O0 snextponHOM udpoBoi moamucu»10.01.2002 Nel-D3

6. 3akoH «O TOBapHBIX 3HAaKaX, 3HaKaX OOCIY>KMBAaHUA U HAMMEHOBAHUSX MECT MPOUCXOKICHHUS
TOBapoB» (B pen.ot 24.12.2002 Nel76-D3)

7. 3akon «O s3bikax Hapos10B Poccuiickoit @eneparum» 01.06.2005 53-D3

8. 3akoH «O0 apxuBHOM Jene B Poccuiickoit ®denepanuny» 01.10.2004 Nel25-D3

9. 3akoH «O nepcoHanbHBIX JaHHBIX» 27.07.2006 Nel52-D3.

10. TOCT P 51141-98. [enonpon3BoCTBO U apXuUBHOE Aesi0. TepMUHBI U1 ompeaeneHus. — M.:
I'occrannapt Poccun, 1998.

11. TOCT P 6.30-2003. VuaudpunupoBaHHble cUCTEMBbl JokyMeHTanuu. Cucrema
OpPraHU3alMOHHO-PACIIOPSAUTENBHON  JoKyMeHTauuu.  TpeGoBanuss K o(OpMIIEHHIO
nokymeHToB. — M.: ['occranmapt Poccun, 2003.

12. TlepeueHb THUNOBBIX JOKYMEHTOB, OOpa3yIOUIMXCS B JIEATEIBHOCTH | OCKOMHTETOB,
MUHHCTEPCTB, BEAOMCTB M JpPYTrUX TPEANPHIATAH, C YyKa3aHHEM CpPOKOB XpaHeHHs. M.:
Pocapxus, 2000.

13. TunoBass MHCTPYKIMS TIO JEIONPOHM3BOJCTBY B (eAepalbHBIX OpraHax HCIIOJHUTEILHON

BiIactd / YTB.aIpukazoM MuHHCTEpPCTBA KYJIbTYPhl MU MacCOBBIX KomMmyHuKauui PO  or

27.01.2005.

14. TunoBoil pernaMeHT B3aMMOJAEHCTBHS (elepabHbIX OPraHOB WCIHOJIHUTENBHON BiIacTu /
V1B. nocranosienuem Ipasutenscta PO ot 19.01.01 2005 r. Ne 30.

15. TumoBoii pernamMeHT BHYTpEHHEH opraHuzanu (eepasbHbIX OPraHOB HCIIOJIHUTEIBHON
Biactu / YTB. mocranosienueM [IpaBurensctBa PO ot 28.07.2005 1. Ne 452.

16. [IpaBuna BeeHUS U XpaHEHUSI TPYIOBBIX KHM)KEK, U3TOTOBJIEHUS OJJAHKOB TPYAOBBIX KHHKEK
u obecrieuenust umu padoronaareneit (yr.Iloctanosnenuem IlpaButensctBa PO ot 16 ampens
2003 1. Ne 223 «O TpyAOBBIX KHIDKKaX»).

17. TpynoBoii konekc P® (B penakuuu ot 30.06.2006 Ne90-D3)

18. Koncrutyuus P® (B penakuuu ot 01.2009)

19. TOCT P 6.30-2003, ytB. Ilocranominenmem ['occranmapra Poccum 03.03.2003 Ne65-cr.
«YHUPUIMPOBAHHBIE CUCTEMbI JOKYMEHTAIlMH. YHU(UIMPOBAHHAS CUCTEMAa OPraHMU3alMOHHO-
pacnopsiAuTeNbHON JOKyMeHTaluu. TpeOoBaHu K 0POPMIIEHUIO TOKYMEHTOB.
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http://znanium.com/catalog/product/851088
http://znanium.com/catalog/product/762591

B) pecypcbl cetu «AHTEpHET», MporpaMMHoe odecriedyeHue 1 MH(POPMAIUOHHO-CIIPABOYHbIE
CHCTEMBbI:
1. http://www.vf.madi.ru/moodle - Dnekrponnas nadopMaIHOHHO-00pa3oBaTeabHast cpeaa BD
MAIN

2. https://e.lanbook.com - DiekTponHO-0HOIMOTEUHAs cucTeMa «JIaHb»

3. https://znanium.com - DeKTpOHHO-OMOIMOTEYHAsI CUCTEMa « Znanium.comy

4. «Koncynprant ITmrocy» http://www.consultant.ru

5. OBC  «Kuura®onng»  (OnektponHas  Oubmmorexka) OO0  «lentp  Hudposoii
JuctpuOyrum»

6. «[apanT» http://www.garant.ru

7. XKypHan «Jlenonpou3BoACTBO M JOKYMEHTOOOOpPOT Ha mpeampustau» // Www.delopress.ru/
magazines/documents/

8. Xypnan «Cekperapckoe aeno» // www.sekretarskoe-delo.ru/

9. Xypnan «CnpaBovHHK KajapoBuka» // www.kadrovik.ru/

10. XKypuan «Ynpasienue nepcoHaiom» / www.top-personal.ru/

11. JITapun M.B. Opranuzamus 3¢ dekTuBHOM 10roBopHOI padboTsl Ha 6a3e cuctembl DIRECTUM
Il www.directum.ru/1083429.shtml

12. http://www.termika.ru/dou/ - uHGOPMaITMOHHBIE pecypcesr: «DHIUKIIONE TN
JeI0npou3BoicTBay U «HopMaTHBHBIC JOKYMEHTHI MO JACIOIPOU3BOICTBY

13. http://www.i-u.ru/biblio/default.aspx - Pycckwuii I'ymanutapusiii MaTepHET-

14. YuauBepcurer — bubnmoreka yaeOHOW U HAYYHOU JIUTEPATYPHI

8.2. IlepeyeHb Y4eOHO-METOAUYECKOI0 oOOeclmevyeHHs JJIsi CAMOCTOSTEIbHOH PadoThI
00y4yamuxcst Mo JUCHUILINHE (MOIYJIIO).

B nepeuenr ydeOHO-meTOmMuUeCKOro oOecrmeueHusl JUisi  CaMOCTOSITEIbBHOW — paloThI
o0y4aromuxcs Mo AUCUUIUTHHE (MOJIYI0) BXOISAT:
- KOHCIIEKT JICKIUI MO AUCUHUIUIINHE (MOJIYIIIO);

- METO/IMYECKUE MaTepUalbl IPAKTUUECKUX (CEMUHAPCKUX ) 3aHATUH.
I[aHHBIe METOANYECCKUC MaTCpHraJibl BXOOAT B COCTaB METOANYCCKUX MaTcpuraioB
o0pa30BaTeNbHOM MPOrpaMMBl.

9. MATEPUAJBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOIYJIA)

Ne HaumeHnoBanne 000pya0BaHHBIX y4€OHBIX [lepeuenp 000pyIOBaHUS M TEXHUYECKHUX
n/n KaOMHETOB, J1abopaTopuit cpeacTB 00yueHUst
1. | Aynuropus 305 — yueOHas ayauTopus aist VYuebnasa mebenb: ctoa — 11 mT., CTynbs-
MPOBEICHUS 3aHATHI JIEKUUOHHOTO TUIIA, 23 mT., CTOJ OAHOTYMOOBBIM — | 1mIT.,
3aHATUI CEMHUHAPCKOTO THIIA, TEKYILErO JIOCKa ayJTUTOPHasl.
KOHTPOJIA U MPOMEKYTOYHOM aTTECTALINH, (22 mocaioYHBIX MeCTa).
2. | Aymuropus 208 — Uil caMOCTOATENbHOH | YdeOHas MeOens: cToi — 21 mIT., CTybs-
paboThI CTYIEHTOB. 21 wr., cryn oducHsli — 12 .,

KOMITBIOTEPHOE KpeciIo -6 HIT., CTOJ
OJTHOTYMOOBBIH — 1 HIT., CTOI
KOMITHIOTEPHBIN -5 IT., Kadenpa
HACTOJbHAS -2 IIT., mKkad -1 mT., HOCKa
ayJIMTOpHAs TPEXCTBOpYATAs; CTOWKA
HAaKJIOHHAA - 4 IT., CTEH ] — 6 IIT.
HacTeHHas KapTa -1 mr.

(38 mocaiouHBIX MECT).

O6opynoBaHue: KOMIBIOTEpHAS TEXHUKA
C BO3MOXXHOCTBIO MOAKIIOYEHUS K CETH
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http://www.vf.madi.ru/moodle
https://e.lanbook.com/
https://znanium.com/
http://www.consultant.ru/
http://www.directum.ru/1083429.shtml
http://www.termika.ru/dou/
http://www.i-u.ru/biblio/default.aspx

"UnTepHet" u obecrieueHrueM JA0CTyna B
AIIEKTPOHHYIO MHPOPMALMOHHO-
obpazoBarenbhyto cpeay BdO MAJIN:
KOMIIBIOTEpHI — 13 MIT., 3KpaH HaCTEHHBIN
Luma

10 METOJAUMYECKHE VYKA3ZAHUA JJId OBYYAIOLIIUXCA IO OCBOEHUIO

JUCHUIIJIMHBI (MOAYJISA)

Jleknun

'maBHOE B mMepHOJ TMOATOTOBKM K JIGKIMOHHBIM 3aHATUSAM — HAY4YUTBCA METOAAM
CaMOCTOSITEJILHOI'O YMCTBEHHOI'O TPY/a, CO3HATEJBHO Pa3BUBATh CBOU TBOPYECKHUE CIHOCOOHOCTH M
OBJIa/IEBaTh HABBIKAMU TBOPYECKON pabOThI. [t 3TOr0 HEOOX0AMMO CTPOTrO COONMIOAATh AUCUUIUIUHY
yuebbl M moBeleHHs. YeTkoe IUIAaHUPOBAaHME CBOEro pPadOyero BpPEMEHM U OTAbIXa SBISIETCS
HEOOXOAUMBIM YCIOBUEM JUISI YCTICIIHON CaMOCTOSITEIbHON pabOTHI.

B ocHOBY ero HyXHO IOJIOKUTh pabouue MpOrpamMMbl H3Y4aeMbIX B CEMECTPE AUCLUILIUH.
EsxenneBHO yueOHOI paboTe CTyIEHTY CIeAyeT YACIATh He MeHee 9 YacoB CBOEro BPEMEHH, T.€. MPH
LIECTH Yacax ayAMTOPHBIX 3aHATHH CaMOCTOATEIbHOH paboTe HeoOXOAMMO OTBOAUTH HE MeHee 3
4acoB.

Kaxnomy cTyneHTy clieayeT COCTaBJIATh €XKEHEAEIbHBIH U CEeMECTPOBBIH IUIaHBI pabOTHI, a
TaKKe IUIaH Ha Kax/plil pabounii neHb. C Beuepa BCerja HaJo0 paclpeneisTh paboTy Ha 3aBTpallHUN
JieHb. B KOHIIe KaX/10ro JHA 11e71ec000pa3Ho MOABOAUTE UTOT PAOOTHI: THIATEIBHO IPOBEPUTH, BCE JIU
BBITIIOJTHEHO 110 HAMEUYEHHOMY IJIaHy, HE OBLIO JIM KaKUX-TMOO OTCTYIUIEHUM, a eciau ObLIM, IO KaKou
IPUYMHE 3TO Mpou3onuio. Hy)KHO OCyIIecTBIATh CAMOKOHTPOJb, KOTOPBIN SBISETCS HEOOXOIUMBIM
YCIIOBHEM YCHEIIHON y4eObl. ECli 9T0-TO OCTaJIOCh HEBBITIOJHEHHBIM, HEOOXOUMO U3BICKATH BPEMS
JUIs1 3aBEPLICHMS STOM YacTH paboThl, HE yMEHbIIasi 00beMa HeAEIbHOIO IUIaHa.

CamocrosiTenbHas paboTa Ha JEKLIUU

Caymanue M 3aluch JIGKIUH — CIIOKHBIN BUJ ayAUTOpHOU paboThl. BHUMaTenbHOE ciylianue u
KOHCIIEKTUPOBAHUE JIEKIMI MpEeAnonaraeT HMHTEHCHUBHYIO YMCTBEHHYIO JI€ATEIbHOCTh CTYACHTA.
Kparkue 3anucu Jekuuil, ©X KOHCHEKTHMPOBAHUE MOMOTaeT yCBOMTH y4eOHbI Marepuan. KoHcnekT
SIBJIAETCS MOJIE3HBIM TOTJA, KOTJA 3alliCaHO CaMO€ CYILIECTBEHHOE, OCHOBHOE U CJIEIaHO 3TO CAMUM
CTYICHTOM.

He Hano crpemMuthbes 3amucaTh TOCIOBHO BCHO JIEKIMIO. Takoe «KOHCIEKTUPOBAHUE» MPUHOCUT
Oosble Bpesa, 4YeM MOJIb3bl. 3aluch JIEKIUI PEKOMEHIYEeTCsl BECTU 110 BO3MOKHOCTH COOCTBEHHBIMU
¢dbopmynupoBkamu. JKenaTenbHO 3aMKCh OCYIIECTBISATh HA OJIHOM CTpaHUIIE, a CIEYIOUIYI0 OCTaBIATh
11 IpOpabOTKH y4eOHOTr0 MaTepuaa CaMOCTOSATENBHO B JOMAIIHUX YCIOBHSIX.

KoHcnekr nekuuu jiydiie moapasaensTh Ha MyHKThI, naparpadsbl, coOito1as KpacHYIO CTPOKY.
OrtoMy B OonbLIONW cTenmeHW OyayT cHocoOCTBOBATH IYHKTHI IUIAHA JIEKLUH, NPEASIOKEHHbIE
npenojaBaTensM. [lpuHnuNuanbHble MecTa, oOmnpeaenaeHus, (OpMylbl U JIpyroe cleayer
COIIPOBOKAATh 3aMEUaHUSAMHU «Ba)KHO», «0CO00 BaXKHO», «XOPOIIO 3alIOMHUTH» U T.N. MOXHO JenaTh
3TO U C MOMOUIBIO Pa3HOLIBETHBIX MApPKEPOB WM pydek. Jlydiie eciu oHM OyAyT COOCTBEHHBIMH,
YTOObI HE MPUXOJMIOCH MPOCUTh UX Y OJAHOKYPCHMKOB UM TeM CaMbIM HE OTBJIEKATh UX BO BpeMs
JIEKLIUH.

Lenecoobpa3Ho pa3paboTaTh COOCTBEHHYIO «MapKorpadpuio» (3Ha4KH, CUMBOJIbBI), COKpPAIIEHUS
cioB. He numiaum OyneT u n3ydeHue ocHOB cTeHorpaduu. Paboras Haj KOHCIIEKTOM JIEKLIUH, BCeraa
HE0OXOJIMMO HCIIOJIb30BaTh HE TOJBKO Y4€OHUK, HO U Ty JIUTEPATypy, KOTOPYIO IOIMOJIHUTEIHHO
pexoMeH0Bal JekTop. IMeHHO Takas cepbe3Hasi, KpOMoTJIMBasi paboTa ¢ JEKIIMOHHBIM MaTepUaioM
MTO3BOJIUT TJTyOOKO OBJIa/I€Th 3HAHUSMHU.

Bosnee moppoGHast nHpopMalys o JaHHOMY BOIIPOCY COJIEPKHUTCSA B METOAMUYECKUX MaTepHajiax
JIEKIIMOHHOTO Kypca M0 TUCIUIUIAHE (MOIYITIO), BXOSAIIUX B COCTaB 00pa30BaTEILHON TPOTPAMMBIL.

IIpakTnyeckne (ceMMHAPCKHE) 3aHATHSA
HO}IFOTOBKy K KaXJIOMYy IPAKTHUYCCKOMY 3aHATHIO Ka)I(HBIﬁ CTYACHT JOJDKCH HadaThb C
O3HAKOMJIEHHS C IUIAHOM 3aHSTHs, KOTOPBIM OTpa)kaeT COAEP)KAHUE IPEIJIOKEHHOW TEMBI.
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IIpakTHyeckoe 3agaHue HEOOXOIUMO BBINOJIHUTH C YYETOM IPEUIOKEHHOW IpernojaBaTesieM
MHCTPYKIMHU (YCTHO WJIM TUCbMEHHO). Bce HOBBIE MOHATHS 110 U3y4aeMoOi TeMe He0OOXOJMMO BBIYUUTh
Hau3yCcTh U BHECTH B INIOCCApUil, KOTOPBIH 11€/1eC000pa3HO BECTH € caMOro Havaja U3y4eHUus Kypca.

Pesynbrar Takoi paboTHI JOKEH MPOSBUTHCS B CIIOCOOHOCTH CTYIEHTa CBOOOTHO OTBETHTDH HA
TEOPETUYECKHE BOIPOCH! MPAKTUYECKOI0 3aHATHS U YYaCTHH B KOJUIEKTUBHOM OOCYKIEHUU BOIPOCOB
M3y4aeMOM TeMbI, IPAaBUIbHOM BBIIIOJHEHUH NIPAKTUYECKUX 3alaHUM.

CrpyKTypa IpaKTU4ECKOIrO 3aHATHS

B 3aBucuMocTH OT coiepXaHUs W KOJUYECTBA OTBEACHHOI'O BPEMEHU Ha M3yYEHHUE KaXKIOU
TEMBI IIPAKTUYECKOE 3aHATHE COCTOUT U3 TPEX YACTEH:

1. OBcyxaeHne TeOpeTUHIECKUX BOIIPOCOB, OIPEAEICHHBIX IPOrPaMMOM JUCIIUILIMHBIL.

2. BbInoaHeHNe TPaKTUUECKOTO 3a/laHusl C MOCIEAYIOLUUM pa300poM MOJYyUYEHHBIX pPe3yIbTaToOB
WA 00CYX/I€HUE MPAKTUUECKOr0 3aJlaHMsl, BBIIOJIHEHHOIO J0Ma, €CJIM 3TO IPEeAyCMOTpeHo paboueit
MpOrpaMMON AUCIUIUIMHBI (MOJIYJIS).

3. IloaBeneHne UTOTOB 3aHITHS.

OOcyxaeHrne TEOPEeTUYECKHX BOMPOCOB MPOBOJIUTCS B BUAE (PpOHTANbHOM Oecenbl co Beeit
IPYIION U BKIKOYAET BHIOOPOUHYIO IPOBEPKY MPEIO1aBaTeNeM TEOPETUUECKUX 3HAHUH CTYAECHTOB.

[IpenogaBaTensMu onpeaenseTcss ero coaepKaHue MPakTUYECKOro 3aJJaHusl U JaeTcsl BpeMs Ha
€ro BBIIIOJIHEHUE, a 3aTeM UJET 00CyKAEeHUe pe3yabTaToB. Eciy nmpakTuyeckoe 3aanue 10JKHO ObLI0
OBITH BBINMOJIHEHO J0Ma, TO HA 3aHSATHHM NPENOJaBaTelb MPOBEPSET €ro BBINOJHEHHE (YCTHO WIIH
MMHUCbMEHHO).

[lonBeneHneM WTOTOB 3aKaHUMBACTCA NpakTHdeckoe 3aHsThe. CTyAeHTaM OJDKHBI OBITh
OOBsIBIICHBI OLIEHKH 32 pabOTy M JaHbl UX YETKUE 0OOCHOBAHMUS.

Pabora ¢ nmurepaTypHBIMU HCTOUHHUKAMHE

B nporuiecce noAroToBKU K NPakTUYECKUM 3aHATUSAM, CTYyI€HTaM HEOOXOIUMO 00paTUTh ocoboe
BHUMAaHHE HA CaMOCTOSITEIbHOE M3yYEHHE PEKOMEHJOBAHHON Y4eOHO-METOOUYECKOH (a Takxke
Hay4yHoOll u monyispHoi) nuteparypbl. CamocrositenbHas paboTa ¢ ydyeOHMKamMH, Y4eOHBIMHU
MOoCOOWSIMU, HAayYHOW, CIPABOYHOM M TOMYISPHOW JHMTEPATypod, MaTepHajaMH MEPUOTUIECKUX
u3gaHuid U VHTepHeTa, CTaTUCTHUUECKUMH [aHHBIMM sBIseTcsd HauOosiee 3(()EKTUBHBIM METOAOM
MOJIy4€HHUsl 3HAHUM, MO3BOJISIET 3HAYMTENbHO AaKTHBM3UPOBATh IMPOLECC OBJIAJCHUS HH(OpMaluen,
crocoOCTByeT 0ojiee TTyOOKOMY YCBOGHHIO MU3y4yaeMoro marepuana, popMHUpYeT y CTYIAEHTOB CBOE
OTHOIIIEHHE K KOHKPETHOU IpoliieMe.

bosee rmy0OKOMY PpacKpbITHIO BOMPOCOB CHOCOOCTBYET 3HAKOMCTBO C JOIOJIHUTEIbHOM
JUTEpaTypoil, PEKOMEHJOBAHHOM IpEenojaBaTeleM MO KaKAOW TeMe MPAKTUYECKOTO 3aHSATHS, 4YTO
MIO3BOJISIET CTYJIEHTaM IPOSBUTH CBOX0 HMHIUBUAYAJIBbHOCTb, BBIABUTH IIUPOKHHM CIIEKTP MHEHHUH IO
n3y4yaeMoil mpoodieme.

Bosnee moapoGHas nHpopMalys o JaHHOMY BOIIPOCY COJIEPKHUTCA B METOAMUYECKUX MaTepHaiax
MPaKTUYECKUX 3aHATUH MO JUCHMIUIMHE (MOAYNIO), BXOJAAIIUMX B COCTaB 00pa3oBaTeIbHOU
IIPOrPaMMBI.

IIpomexxyTouHasi aTTecTanus

Kaxnpiii yueOHBIA ceMecTp 3akaH4YMBaeTcs cladyeil 3a4eToB (MO0 OKOHYAHWU CeMecTpa) U
9K3aMEHOB (B MEpHOJ HSK3aMEeHAalMOHHOW ceccuu). IloAroTroBka K chaade 3a4eTOB U HK3aMEHOB
SBIIETCS TaKXKe CaMOCTOSITENbHON paboToil cryneHTa. OCHOBHOE B MOJATOTOBKE K MPOMEXKYTOUHOM
aTTecTalluu M0 JUCHUIUIMHE (MOJYJI0) — MOBTOPEHHE BCETO0 y4EeOHOro Marepuayia JTUCHUIUIMHBI, 0
KOTOpPOMY HEOOXO/MMO CAaBATh 3a4€T MU SK3aMEH.

Tonapko TOT CTYAEHT yCHeBaeT, KTO XOPOLIO yCBOMJ y4eOHbIN mMarepuain. Eciau cTyneHT mioxo
paboTan B cemecTpe, MPOMycKall JISKIIHH (€CIH JEKIIUU MPEyCMOTPEHBI YUeOHBIM TIJIAHOM), CIYIIA
UX HEBHUMATEJIbHO, HE KOHCIEKTUPOBAJ, HE U3y4all pEeKOMEHIOBaHHYIO JINTEPATypy, TO B Ipolecce
MOATOTOBKH K CECCUU €My MPHUAETCS HE TIOBTOPSITH YKe 3HAKOMOE, & 3aHOBO B KOPOTKHUI CPOK M3y4aTh
Bech yueOHbIN MaTepuai. Bee 3To 3a4acTyro HEBO3MOXKHO C/I€NIaTh M3-3a HEXBATKU BPEMEHHU.

Jlis Takoro cTyaeHTa MOATOTOBKA K 3ayeTy WM JK3aMeHy OyIeT TpYAHBIM, a WHOTAA U
HEMOCUJIBHBIM JIEJIOM, a KOHEUHBIM pe3yibTaT — akaJeMHuyeckas 3aJ0/DKEHHOCTh, M, KaK CIIEJCTBHE,
BO3MO>KHOE OTYHCIICHUE.
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PabGouast mporpamMmma AMCHUIUIMHBI (MOIYJISI) COCTAaBJI€HAa B COOTBETCTBHU C TPEOOBAHUSIMHU
(benepaabHOro TOCYAapCTBEHHOT0 00pa30BaTeIbHOrO cTaHAapTa Beiciiero oopasosanus (PI'OC BO).
Pabouast mporpamMma TUCIMIUIMHBI (MOIYJIs) pacCMOTpEHa Ha 3aceqanuu Kadeapsl («26»mapra
2020 r., mpoTtokoi Ne 8).

Pa3zpaboruuku:
Ne D.N.0. IToanuce
/1
1. HanunoBa Bepa ApedreBHa — 77

(// 1

Pabouas mporpamma IUCHMIUIMHBI (MOXIYJSl) pPacCMOTpEHa Ha 3aceJaHuHd Y4E€HOTO COBETa
dakynprera («10» mapra 2020 r., mpotokoi Ne 7).

[Ipencenarens yuéHoro coBera (akynbTeTa / / C.A. ConoBbeBa/
/A
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