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(hopmbl 0OyUeHHs: OUHAs U 3a04Has), paspaborantsix B [OY BIIO «/loneukui HAlHOHA TbHbIN
yuusepeuteT». 40.03.01 «tOpucnpyAeHIMA», YTBEPKICHHBIX VyeHbIM COBETOM YHHBEPCHTETA OT
27.03.2020 r., mpoTokosa Ne 3.
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1. ObsacTh NpUMeHEHUsI M MeCTO JMCUMILINHBI B Y4eOHOM Ipoiecce

Vuyebnas aucuumianHa «HOpuandyeckoe NOKyMEHTOBEIEHHE» OTHOCHTCS K BapHUaTHUBHOMN
4acTbio MPOo(deccHoHaIbHOro 0JI0Ka MOATOTOBKH CTYJAEHTOB HampaBieHust nojaroroBku 40.03.01
IOpucnpynenuus.

Juctunnuua  peanusyercs Ha  topunudeckoMm  Qaxynsretre  JonHY  kadenpoit
aJIMUHUCTPATUBHOTO U (PMHAHCOBOT'O IPaBa.

OcHoBbIBaeTcs Ha 0a3e MUCIMIUIMH, U3YYEHHBIX B OakanaBpuare: KOHCTUTYIIMOHHOE TIPaBo,
AJMMHUCTpaTUBHBIH Mpouece, I'paskaanckuil npouecc.

JanHyro y4eOHYI0 IUCHUIUIMHY JIOTIOJHSET TIapajuleIbHOE OCBOCHUE JUCIHILIMHBI
npo0JIeMbl TEOPUH FOCyIapcTBa U MpaBa.

3HaHus u yYMCHNA, MOJIY4YCHHBIC Inpu HN3y4YCHUU JAUCIHHUITIINHBI «IOpI/II[I/ILIeCKOC
JOKYMCHTOBCICHHC» H606XOI[I/IMBI OGy‘I&IOH_II/IMC}I JJI1 OCBOCHHA KOMHGT@HHHﬁ, (bOpMI/IpyeMLIX
TAKUMH Y4YEeOHBIMM JUCLUIUIMHAMH KaK: COCTaBJIIEHHE JOKYMEHTOB B cdepe TpaKAaHCKUX HU
TPYAOBBIX MPABOOTHOILLICHHIA.

HopmaTuBHBIe cCBIIKH — He npedycMOmpeHo.

2. CTpyKTypa AUCHHUILIMHBI

XapakTepucTHKA Y4eOHOH JUCIHUILJIMHBI

HamnpaBnenue noaroToBku 40.03.01 FOpucnpyneHuus
[Tpoduias NOATOTOBKH
O6pazoBaTenbHas porpaMMa OakayiaBpuaT
KBamuduxauus AkageMHUYecKHi OaKasaBp
KonnuecTBo coniepkaTtebHbIX MOJTYJICH 2 (13)
Jucnumnnuaa 6a30B0i/BapuaTUBHON 4acTu JucuuruiiHa BApUaTUBHOW YacTH
00pa30BaTeIbHON MPOTrPAMMBI npodeccuoHanpHOro 0JI0Ka
dopma KOHTPOJISI 1 MOAYyJIbHBIM KOHTPOJIb , 1 3a4eT B 7 cemecTpe
[TokazaTenu ouHasi hopMa oOydeHus 3ao4Has Gopma
Ha 0asze o0ydJeHus Ha 6aze
0CO CIIO 0CO CI1O
(cokpai.) (cokpar.)

KonnuecTBo 3aueTHBIX eIMHUL (KPEeIUTOB) 2 0 2 2
T'on moaroToBku 4 0 5 3
CemecTtp 7 0 9 5
KonuyecTBo uyacos 72 0 72 72
- JIEKIIMOHHEIX 36 0 4 4
-IPAKTHYECKHUX, CEMHUHAPCKHUX 18 0 4 4
- TaOOPATOPHBIX - 0 - -
- CAMOCTOSITEIILHOM pabOTHI 18 0 64 64
B T.4.MHAMBHUIYAJIbHOE 33JaHHE
HepnenbHoe KOIMYECTBO 4acoB, T.4.

aAyJUTOPHBIX 3 0 X X

3. Onucanue TUCUMILINHBI
Ieau u 3aga4n.



Ilenv usyuenus Oucyunaunvt — «lOpuaudeckoe JOKYMEHTOBEICHHUE»  SBISICTCS
yriayOJIeHHOS W3YYCHHE FOPUIUYECKOr0 JIOKYMEHTa KakK CIOKHOW HH()OPMAIIMOHHOW CHCTEMBI,
IIOATrOTOBKA CTyIICHTOB K CaMOCTOﬂTeHBHOﬁ pa60Te C IOpI/II[I/I‘-IGCKI/IMI/I I[OKyMeHTaMI/I;
NPEIOCTaBICHUE CBEACHUH O CYIIECTBYIOIIUX Kilaccu(uKauii JOKYMEHTOB, OCOOEHHOCTEH
opraHuzanmuu  paboTBl C JOKYMEHTaMH B IOPHIMYECKOH cdepe; wu3ydeHHE TOpsIKa
JIOKYMEHTO000pOTa IOPUANYECKUX JOKYMEHTOB, KOHTPOJISI 32 WX BBHIIOJHCHHEM W TOMY
1oJI00HOE; pa3BUTHE YMEHUH M HABBIKOB HANHMCAHHUS U OQOPMIICHHS Pa3IMYHBIX FOPHIAICCKHX
JIOKYMEHTOB.

OcHosHbiMu 3a0auamu u3y4yeHus OUCUYUNIUHBL AGTIAIOMCA
- OBJIAJICHUE 3HAHMSIMH HEOOXOJMMBIMH JUISI TEOPETHYECKOrO IMPEJCTaBICHHUS O
JICJIONPOU3BOICTBE; O3HAKOMJICHHE C CUCTEMOW BEJICHUS FOPHINICCKUX JOKYMEHTORB;

— O3HAKOMIJICHUEC C KJ'IaCCI/I(bI/IKaIII/IOHHBIM XapaKTepI/ICTI/IKaM IOpI/I}II/I'—IeCKI/IX )IOKYMGHTOB;

- M3yYCHHE OCOOCHHOCTEH FOPHIUYECKOrO JIOKYMEHTA: O(HIIMAILHO-JCIIOBOTO  CTHIISA,
IOPUIMYECKUX TEPMUHOB, CTPYKTYPHI;

— BBIpa6OTKa HAaBBIKOB COCTAaBJICHUA IOpI/IlII/I'-IeCKI/IX HOKYMGHTOB nu HpaBI/IJ'II)HI)IM
Pa3MEIIEHNEM MX PEKBU3UTOB; O3HAKOMIICHHE CO CTPYKTYpOM TEKCTa IOPHUINYECKOIO JOKYMEHTa
MpU3HAKAMU, XapPAKTEPU3YIOUTUMHU CTPYKTYPY JOKYMEHTA;

- YCBOCHHE MOPSIKA JOKYMEHTO000pOTA.

TpeGoBanus Kk pe3yJabTaTaM OCBOEHHS JUCHUIIMHBI: MPOLIECC U3YUCHUS JTUCHUTLIINHBI
HanpaBiieH Ha (OPMHUPOBAHUE 3JIEMEHTOB CIEAYIOIIUX KOMIeTeHIH B cooTBeTcTBUM ¢ ['OC
BIIO mo nanpaenenuto noaroroBku 40.03.01 KOpucnpyaeHnius U OCHOBHOUM 00pa3oBaTeinbHON
porpamMmsbl BbIciiero obpaszoBanusi HampabiieHus moarotoBku 40.03.01 FOpucnpynenuus:

a) oowexynomypnuote (OK):

- CIIOCOOHOCTBIO HCIIOJIb30BATh OCHOBBI TPABOBBIX 3HAHUN B pazNUYHbIX cdepax
nesitenbHOoCcTH (OK-4);

- CIIOCOOHOCTHIO K caMOopraHu3amnuu u camooopazoanuto (OK 7);

0) oowenpogpeccuonanvnuie (OIIK):

- CIIOCOOHOCTBIO HEYKOCHUTENbHO cobmonate Kouctutymuio Jlonenkoi HapomHoit
PecryOnuky, 3aKOHBI, a TAK)KE MHBIC HOPMATHUBHBIE TIPABOBBIC aKTHI U HOPMBI MEXKIYHAPOIHOTO
npasa (OIIK-1);

- CIIOCOOHOCTHIO TOBBINMIATE YPOBEHD CBOEH mpodeccruonanbHoi komneTeHTHOCTH (OITK-
6);

8) npogpeccuonanvuvie:

- CIOCOOHOCTBIO pa3pabaTbiBaTh HOpPMATHBHBIE IPABOBBIE aKThl B COOTBETCTBUU C
npoduiem npodeccuonanshoii aesrensuoctu (I1K-1);

- CIIOCOOHOCTBIO OOecTieunBaTh COOJIOICHHE 3aKOHOAAaTeNbCTBA cyObekTamMu mpaBa (I1K-
3);

- CHOCOOHOCTBbIO MPHUMEHSTh HOPMATHBHBIC IPABOBBIE AKThHI, PEaJTU30BBIBATH HOPMBI
MaTepUaTbHOTO U MPOIECCYAThHOTO MpaBa B mpodeccuoHanbHol aesrenpHocT ([TK-5);

- CHOCOOHOCTBIO TMPABWJIBHO M TIOJHO OTpa)kaTh pe3yNbTaThl MpodhecCHOHATBLHOU
JESATENIbHOCTH B Iopunueckoi U uHoi nokymentauuu (I1K-13);

- CIIOCOOHOCTBIO TOJIKOBATh pa3inuHblie paBoBbie akThl (ITK-15).

B pe3yabTare u3y4eHnusi y4ueOHOM IMCUUIJIMHBI CTYJAEHT H0JI5KEH:

3Hamb TJIABHBIC TIOHATHUA W TCPMHUHBI ACJIOMPOM3BOACTBA; CYIIHOCTb IIOHATHUSA
CIOPUIUYECKHN JOKYMEHT», €ro MNpu3Haku, QYHKIUH, KIacCU(DUKALUU HOPUIUIECKUX
JIOKYMEHTOB, ONPEICICHNE OCOOCHHOCTEH WX OCHOBHBIX BHJIOB; OCOOCHHOCTH OQHUIIHAILHO-
JIEJIOBOTO CTWJIA M TPHUMEHEHHE €ro B IOPUAMYECKUX JOKYMEHTaX; OCHOBHBIE COBpPEMEHHbBIE
TpeOOBaHUS  TIO  COCTaBICHUIO  IOPUAMYECKUX  JIOKYMEHTOB;  CHEIUPUKY  BEACHHS
JIEJIONPOU3BOCTBA B PA3IMUHBIX chepax; OpraHu3alfio padoThl C OPUINUYECKUMU JOKYMEHTaMHU.

yMemp WCIONB30BaTh B TMPAKTHUYECKON NEATEIHPHOCTH HOPMATHBHO-TIPABOBYIO 0a3y IIO
pernmamMeHTalMid W OpraHu3alud JEJONPOU3BOJICTBA; - KiIacCU(PUIMPOBATH HOPUIUUYECKHE



JIOKYMEHTBI; COCTaBJIATh M O(OPMIATH IOPUAMYECKHE JOKYMEHTBI, KOTOpBIE 4Yallleé BCEro
BCTPEYAIOTCS B MMPAKTHUECKON JIEATEIbHOCTH; MIPAaBUIIBHO pacrojiaraTh peKBU3UTHI IOPUIUUYECKUX
JIOKYMEHTOB; BJIaJIETh CIIELIMAIbHON TEPMHUHOJIOTHEN.

én1ademp IOPUINYECKOM TEPMUHOJIOTHEN, HaBbIKAMM pPAOOTHI C MPABOBBIMU AKTAMH,
HaBbIKAMHU COCTABJICHUS JIOKYMEHTOB, HAaBBIKAMM aHa/IM3a PA3JIMYHBIX IIPABOBBIX SIBJICHUN U
IIPABOBBIX HOPM.

3. Conep:xaHue JMCUUILIMHBI M (POPMBI OPraHU3alMU Y4eOHOr0 npouecca

C TOuKM 3peHMs NPUMEHSAEMBIX METOJOB HCIOJB3YIOTCA Kak TpPaJULUOHHBIE
MH(POPMALIMOHHO-O0BSICHUTEIbHBIE JIEKIIMM, TaK M MHTEpPaKTHUBHAs I0Jadya MaTepuaisa ¢
MYJIbTUMEIUMHONU CUCTEMOM.

KowmmprlorepHble  TEXHOJIOrMM B JAaHHOM  Cily4ae OO0ECIeYMBalOT  BO3MOXKHOCTh
Pa3HOILUIAHOBOT'O OTOOPAXKEHMS aJIrOPUTMOB U IEMOHCTPALIMOHHOIO MaTepuaina. Takoe coueTaHue
MO3BOJIIET ONTHUMAJILHO HCIIOJIb30BaTh OTBEJIEHHOE BPEMs U PACKPhIBATh JIOTUKY U COJEp)KaHUE
JUCIUTLTAHBL.

B ducne nemarorndyeckux METOAMK M TEXHOJIOTMH MpENojaBaHus Y4eOHON AUCLUITIMHBI
ClleflyeT BBIACIUTH: JIEKLUIO, CEMHHAp, MHTEPAKTUBHYIO JIEKLUHUIO, METOA MpOOJIEMHOro
U3JI0KEHUS, aHajdu3 NpPOOJIEMHBIX CHUTyaluil, aHaiu3 >KU3HEHHBIX CUTYyallUd, AMCKYCCHIO,
TBOpYECKOE 3aJaHMe, paboTy B MalbIX IpyINNax, POJEBYIO, JECIOBYIO U OOYyYaloUIyl0 WIpY,
HNOTOYHYIO KOH(EpEeHIHIo, paboTy C HArJIsSAHBIMU NTOCOOUSIMH, BUJICO- MaTepHallaMu, KEMCMETO/I,
METOJ] IIPOEKTOB, UCCIIEN0BATEIBCKUI METO/I, YCTHBIM U MUCbMEHHBIA KOHTPOJIb, CAMOKOHTPOJIb.

Jlexkuuu TmpeAcCTaBISIOT CcOOOW  cHcTeMaTH4ecKhue 0030pbl  OCHOBHBIX — aCIEKTOB
JUCIUTLTAHBL.

[IpakTuueckue 3aHITHUA IO3BOJISIIOT HAyYHUTh NPUMEHATh TEOPETUYECKUE 3HAHUS NpU
PELIEHUH U UCCIIE0BAHNN KOHKPETHBIX 3a1a4.

CamocrosiTenpHas padoTa 00yUJarOIMUXCsl BBIMOTHAETCS M0 33JIaHUI0 U TIPU METOIMYECKOM
PYKOBOJICTBE IIpeIoaBatelis, Ho 6e3 ero HemocpeACTBEHHOro yyactus. CamocTosTenbHas paboTta
HOJIpa3esieTCsl Ha CaMOCTOSATENIbHYI0 pab0Ty Ha ayJUTOPHBIX 3aHIATHUAX U Ha BHEAYIUTOPHYIO
CaMOCTOSITENIbHYIO PaloTy.

CamocTtosTenbHass pabora oOydaroluXcs BKIOYAET KAaK IOJHOCTBIO CaMOCTOSITEIbHOE
OCBOCHME OTJIEJIBHBIX TeM (pa3lesioB) IUCLMIUIMHBI, TaK MU MPOpabOTKy TeM (pa3lelioB),
OCBalBaeMbIX BO BpeMs ayIMTOpHOU paboThl. Bo Bpemst camocTosTenbHON paboThl 00yyaronuecs
YUTAIOT U KOHCIEKTUPYIOT YUeOHYI0, HAYYHYIO U CIIPABOYHYIO JIUTEPATYPY, BHIIIOJIHSIOT 3a/1aHus,
HalpaBJiEeHHbIEC HA 3aKpEIJICHUE 3HaHUI U 0TpabOTKy YMEHUN U HABBIKOB, TOTOBSITCA K TEKYILIEMY
Y IIPOMEXKYTOYHOMY KOHTPOJIIO 110 IUCLUIUIMHE.

Texymuii  KOHTpOJIIb  OCYILECTBJSIETCSl IYTEM HANHCAHMUS  CAMOCTOATEIbHBIX U
KOHTPOJIBHBIX PabOT MO PEIICHUI0 MPAKTUYECKUX 3aJlaHui, MOIYJIbHBIX KOHTPOJIBHBIX paboT Mo
MIPOBEPKE 3HAHUIN TEOPETUUECKHUX MOJTOKEHUM.

Jns ynpaBieHus y4eOHBIM IMPOLECCOM M OpraHM3alud KOHTPOJbHO-OLIEHOYHOH OyayT
UCIIOJIb30BaHbl  PEHUTHHIOBBIE, KPEAUTHO-MOJYJbHBIE  CHUCTEMbl OLEHKHM y4yeOHOH U
UCCIIEIOBATENbCKOM  NI€ATENbHOCTH  CTYACHTOB, BapUaTUBHbIE  MOJEIU  YIpaBJIsIEeMON
CaMOCTOSITENIbHOM pabOTHI.

IHopsakoBbIiii Kpatkoe cogep:xaHnue TeMbl
HOMeEp U TeMa

Conep:kareJbHbIA MOAYJIb 1

Tema 1. MHcropus | PaccmarpuBatores HUCTOPUYECKUE aCIIEKThI pa3sBUTHS
Pa3sBUTHA jgenonpousBoAcTBa.  OCHOBHBIE — 3Talbl OT  BO3HUKHOBEHUS
IOPHANYECKOr0 JEJIONPOU3BOICTBA. PackpsiBarorcs COCTaBHBIE 4acTH
JOKYMEHTOBE/ACHUS JIOKYMEHTOBEJIEHUs] CHCTeMa JOKYMEHTAalluM, OpraHu3anus paboTel
B YYpeKIACHUH nokymentamu.  Ilonatme  genmompom3BojacTBA  Kak  (DyHKIHMH

yIpaBjieHUs. 3HAUYCGHHWE JICJIOTNPOM3BOJICTBA B OCYIIECTBICHUU
nporiecca  ympaBieHws.  Krnaccudukamusi W cucTeMaTH3aIus




JAOKYMCHTOB B ACJIONPOU3BOICTBC. IlonsTus:
ACJIOIPONU3BOACTBO, opraHu3anusa
JOKYMCHTAlITMOHHOC obecrieucHue YHpaBJICHUA.
TEXHUYECKOEe 00ecIeUueHHE JACJIOITPOMU3BOJACTBA.

IMACHMOBOJICTBO,
JICTTOTIPOM3BO/ICTRA,
OpraHu3aluoHHO-

Tema 2. OcHOBHBIE
MO0JI0KEHHUSA
OPUAHYECKOT0
AOKYMEHTOBE/IeHUsI

Omnpenensiercst ~ OpeIMET, 1eb, 3Ha4YCHHE FOPUITYECKOTO
JIOKYMEHTOBEICHHUS JIIsl paboThl toprcTa.BeIsicHseTCs CBA3b YKa3aHHON
JUCIUIUIMHBL C APYTUMH YYEOHBIMH JUCHUIUTMHAMH ¥ HayKaMH.
Knaccudpukanum  opuauyeckux  JOKYMEHTOB 10  Pa3IM4YHBIM
npu3HaKaM: [0 TMPaBOBOW TMpHUpOAE, Xapakrepy uHpopmamuu,
cozepXxKalleics B 3TUX JOKYMEHTaX, MO MPOUCXOXKICHUIO, CTEHNEHU
CEKPETHOCTH, IOPUIUYECKON CHUJIOM, CPOKOM HCIIOJHEHUSA, KaHaJIOM
BOCIIpUATUSA U T. OCHOBHBIE HOPMAaTHBHO-METOJANYECKUE JTOKYMEHTHI,
pEerJIaMeHTHPYIOIIHUE TMPOIECChl JOKYMEHTAIIHOHHOTO OOeCTeUeHus
ynpasienus B JIHP. [IpumepHas MHCTpYKUHUS MO AEIONPOU3BOJICTBY B
MUHUCTEPCTBAX, JPYTUX LEHTPAIbHBIX OpraHax HUCIOJIHUTEIbHON
BJIACTH, MECTHBIX OpraHax MCHOJHUTEIBHOM BJIACTH W OpraHax
MECTHOTO CaMOYTPAaBJICHHUS.

Tema 3.
XapakrepucTuka
OPUIHYECKUX
JOKYMEHTOB

W3yyarorcsi  BUABI  IOPHIUYECKHX  JOKYMEHTOB;
KOJUJICTHAJIbHBIX OpTraHoOB; 110 KaJIpOBbIM BOIIpOCaM; JIMYHBIX
Oo(pUIMATIBHBIX; OTYETHBIX U IUIAHOBBIX. XapaKTePHU3YIOTCS HX
PEKBU3UTHI. PaccMaTpuBarOTCst 0OCOOCHHOCTH MX COCTABIICHHSL.
[TonsiTHe O [EMOBBIX JOKYMEHTOB JIMYHOTO  IPOUCXOKICHHS
(aBToOMOrpaduu, pe3romMe, XapaKTCPUCTHKH, PEKOMEHIATEIbHBIC
nMchMa,  3asABJICHHS,  JKAIOObI,  CIOyXeOHbIe, JOKJIAJHbIE |
OOBSACHUTENBHBIE 3allMCKH, CIPaBKU-yJIOCTOBepeHue). Mx mecto B
CHCTEME YIMPaBICHYECKOW MOKyMeHTauuu. Ha3zHaueHue JTOKYMEHTOB
JIMYHOI'O HNPOUCXOXKACHUA, HX OCHOBHBIC q)yHKL[I/II/I B CHUCTEME
yhpaBieHus. BUIbl JOKYMEHTOB JIMYHOTO MPOUCXoxacHus. OOrue
npaBWiIa MX COCTaBICHHUA M O(QOpPMIICHHA. AHAIU3 PEKBHU3UTOB
K&)KJI0T0 BH/IA JOKYMEHTOB JINYHOTO TIPOUCXOMKICHHSI.

JACATCIbHOCTHU

Tema 4. IlonsTue
opuumaabHO-

JAEeJOBOT0 CTHJIA H
TpeOOBaHMS K HEMY

W3ydaercs OQUIIMAIBHO-IEIOBON CTHIb KaK CTHIb FOPUIHYECKUX
JOKYMEHTOB;  OCOOGHHOCTH  (PYHKIIMOHUPOBAHUS  IOPHINYECKUX
TEPMHHOB B IOPHJIMYCCKUX TEKCTaX: WX OOpa3oBaHWE, OCHOBHBIC
KIacCUpUKauu.  XapakTepusyercsi  CTPYKTypa  IOPUAMYECKOTO
JIOKyMEHTA; JTallbl TOJTOTOBKH W PEAAKTUPOBAHUS FOPUIUUECKUX
TEeKCTOB. V3yuaioTcs OCHOBHBIE TpeOOBaHHS TMPH COCTABJICHUU
IOpUIMYECKUX TEKCTOB. Poib HOPMATHBHO-TIPABOBBIX JOKYMEHTOB B
CO3MaHUU JIpYTHMX BHAOB JokyMmeHTamuu. Kriaccudukamus wu
XapaKTEPUCTHUKAa OCHOBHBIX 3aKOHOJATEIbHBIX M  HOPMAaTHBHBIX
TOoKyMeHTOB. OrpeneieHre TEPMUHOJIOTUM M HA3BaHWH OTIEJIBHBIX
3aKOHOJIaTEIbHBIX U HOPMATHUBHBIX TOKYMEHTOB.

Tema 5. IlousiTue u
CBOJicTBa
OPUAHYCCKUX
TEPMHUHOB

Oco0eHHOCTH IOPUANYECKON CUCTEMBI; TEPMUHOIOTUYECKAs JIGKCHKA -
MOHATHE W (DYHKIMU; pa3BUTHE OpUANYecKor JUHTBUCTHKU B JIHP;
BUJIBI M KITACCU(PUKALIUS IOPUINIECKUX TEPMUHOB; TUHTBOKYJIBTYPHbBIE
(dakTopel Mepesayr  IOPUAMYECKOTO0 TEKCTa; TMOPSIOK IepeBoja
CJIOHBIX HOPUIUYECKHUX TEPMUHOB U TEPMHUHOB CJIOBOCOYETAHMII;
OCHOBHBIC TPUEMBI MEPEBOAA CIIOKHBIX KOPUANYECKUX TEPMUHOB U

TEPMUHOB CJIOBOCOYETAHUH. Hcrounuku BO3HUKHOBEHUS
IOPUINYECKON TEPMUHOJIOTHAICKCHKO-CEMaHTHUECKNE OCOOCHHOCTH
(YHKIMOHUPOBAHUS  IOPUIMYECKUX TEPMHUHOB; MHOI0O3HAYHOCTh

IOPUINYECKUX TEPMHUHOB, TPEOOBAaHUS K YIOTPEOICHUIO FOPUAMYECKIX
TEPMUHOB.




Tema 6.
Opranusanus
JOKYMEHT0000pOoTa

[Tonstne noxymentooOopota. IlpoekTHpoBaHHE CXeM NPOXOKICHHUS
JIOKYMEHTOB B YUPEKICHUH. O06BeMBI JIOKYMEHTOB,
(GYHKIMOHMPYIOIIMX B ydpexxJaeHMH.  PerynmupoBka  oObema
JIOKyMeHTooOopoTa. Opranuzainusi paboThl C TOKyMEHTaMH, KOTOpbIE
NOCTYIAlOT B YUYPEKIEHUS M CO3JAr0Tcs yupexiaeHuem. llpuem u
nepBuuHas ~ oOpaboTka  jgokymeHTOB. [lepBuunas ~ oOpaboTka
JNOKyMeHTOB. Peructpamus gokymentoB. CocraB  00s3aTelbHbBIX
PEKBU3UTOB B PErucTpalMoHHBIX ¢GopMmax. Opranuzauusi paboThl ¢
oOpamienussmu  rpaxngad. CocTaB  MaccuBa  MH(POPMALMOHHO-
IMOUCKOBBIX CHCTEM I10 JOKYMCHTAM YYPCKICHUA. TexHnuka pa6OTBI (¢
kaproTekamu. Bunel kaprorek. CocTaB JOKYMEHTOB W IOPYYCHHIH,
KOTOpBIE€ TOJIEKAT KOHTPOJIO 3@ BBIOJHEHUEM. DTallbl MPOBEICHUS
KOHTPOJIbHBIX onepannii. CpOKH UCIIOJTHEHHUsI JOKYMEHTOB.

Conep:kareJbHbIIN MOIYJIb 2

Tema 7.
OprasnuzaumoHHO-
pacnopsiiuTeIbHast
AOKyMEHTAlusl  Kak
BeAylIas cucTeMa
ylnpaBJieHYeCKOi
AeATeJIbHOCTH

[Tonarue 0 CHUCTEME OPraHU3alMOHHO-PACIOPAIUTEIIBHON
nokymenTainuu (OPJl). Ee otnimuue oT Apyrux CUCTEM JOKyMEHTAIUH.
XapakTepucTuka HOPMAaTUBHO-TIPABOBBIX u WHCTPYKTUBHO-
METOJMUYECKUX MaTepuasoB, omnpeaessomux noarotoBky OPJ[ Ha
pa3HbIX yYpOBHSX ympaBieHus. (OCHOBHbIE TpPYMIbl JIOKYMEHTOB
CHUCTEMBI U MX pa3HOBUAHOCTH. COBpEMEHHBIE MPaBUJIa OJATOTOBKU U
opopMIICHHUS ~ JOKYMEHTOB  CHUCTeMBI. MaKCHUMallbHBI  COCTaB
PEeKBU3UTOB M HUX Xapakrepuctuka. OdopmiieHne Ha3BaHUSA BHA
JOKYMEHTa M 3arojioBka K TeKCTy. OCOOEHHOCTH IaTHPOBKH U
WHJEKCAlUM  JOKyYMEHTOB. BapuaHTel ajpecanyu  JIOKyMEHTA.
BuyTpenHee u BHemHee cornacoBaHue. lIpaBuna ynocToBepeHHs
JoKkyMeHTa. OTMETKM Ha JIOKYMEHTE, CONPOBOXKAAKOUIUX 3Tallbl €ro
npoxoxkaeHus. OcobeHHOCTH O(GOPMIICHHSI OTMETOK O MPUIIOKCHHUSAX.
30HBI pa3MenieHus pekBu3uToB. OOmIMEe TpeOOBaHUS K TEKCTY
YIPaBIEHYECKUX JOKyMEHTOB. [loHsATHE O OslaHKax JUIsl CIIyKEOHBIX
IOKyMeHTOB. Bwuabl  OnankoB. TpeOoBaHus K  JIOKyMEHTaM,
M3rOTABIMBAEMBIX  MAIIMHONUCHBIM  crnocoboM.  I[Ipumenenue
KOMIBIOTEPHOH  TEXHUKM B  MOATOTOBKE U odopmieHun
YIOPaBJIEHYECKUX JOKYMEHTOB.

Tema 8.
Opranusanus
padoTbI c
AOKYMEHTaMHU no
JIMYHOMY COCTaBY

VYyer nuyHoro cocrasa. [lopsaok BeaeHUs NHUHBIX Jed. TpyloBbie
KHWKKU. Jlpyrue ydeTHble JOKYMEHThl 10 JIMYHOMY COCTaBy.
TpynoBeie KoHTpakThl. [Ipuka3zpl 1mo nanyHOMY cocTaBy. JInuHbIe
kapToukd. Jluynele pena. CocTaBieHHE JIMYHBIX JIOKYMEHTOB.
OdopmieHne TOKyMEHTOB 0 KOMaHIHPOBKE.

Tema 9. OcobeHHOCTH
AOKYMEHTAJIBHOI 0
opopMieHUA

padoThI c
MePCOHATIOM B
opraHax
rocy1apCcTBEeHHOM
BJIACTH

JlokyMeHTanbHOe 0pOpMIIEHHE YyUacThsl B KOHKYPCE rOCyJapCTBEHHBIX
ciyxamux. JlokymeHtanabHOe odopmiieHHe M paboTa ¢ KaJpOBBIM
pe3epBOM ISl 3aHATUS JOJDKHOCTEM TOCyJapCTBEHHBIX CIIyKalllhX.
JlokymMeHTanbHOE 0popMIIEHHE TOATOTOBKU U MPOBEICHHS aTTeCTallMN
TOCYApCTBEHHBIX  ciaykammx. OCOOCHHOCTH  JIOKYMEHTAJLHOTO
opopMmieHHs ~ MOArOTOBKM,  NEpPENOATrOTOBKM U TOBBILICHUS
KBaJTM(HUKAMKA KagpoOB B OpraHax TOCYJapCTBEHHOTO YIIPABIICHHUS.
JlokymMeHTanbHOEe OQOpMIICHHE NPOJIJICHUS CpoKa MpeObIBaHUS Ha
rocyapcTBeHHOW ciyxk0e. OCOOEHHOCTH BEAEHHS JIMYHBIX Jel
rOCYJJApCTBEHHBIX CITY’KalllUX B OpraHax BIAacTH.

Tema 10. PabGora mn
OXpaHa [OKYMEHTOB,
coaepKamx
TrOCY/1apPCTBEHHYIO

CylmHOCTh  TOCYJApCTBEHHOW  TaWHBI, OCOOEHHOCTH OTHECEHUS
uHbOpMallMu K TOCyJapcTBeHHOH TaiiHe. OxpaHa u pabora
JIOKYMEHTaMH, COAEPKAIIMMHU TOCYJAPCTBEHHYI0O UM KOMMEPUYECKYIO
taiiHy. CymHocTh KOH(PUACHUUATHHOW HMH(pOpMAIMK, SIBISIOIICHCS




TalHy COOCTBEHHOCTBIO TocynapcTBa. OxpaHa W paboTa ¢ JOKyMEHTaMH,
CoJIepXKaMH KOHQUICHINAIEHYI0 HH()OPMAITUIO, KOTOpasi sSBISETCS
COOCTBEHHOCTHIO rocyaapcTBa. Obecnieuenue COXPaHHOCTH
noKyMeHTOB. [IpoBepka X HaJTH4usl.

Tema 11. | CymHocts oOpaimieHuss TpakgaH B OpraHbl T'OCYAapCTBEHHOTO

Opraauzanus ynpasieHusi. OcoOEHHOCTH COCTaBJICHHUS OTHENbHBIX JOKYMEHTOB.

padoThI ¢ | Cpok paccMOTpeHMsI M OTBETCTBEHHOCTb 3a HapyLIEHHE CpPOKOB

oOpaneHusIMu paccMOTpEHHS oOpareHui. Peructpamms obpareHuit B

rpakaan rOCyJapCTBEHHBIX OpraHax ynpasieHus. OpraHuzanuss mpuema
rpaxzaad. OOpalieHue rpaxkJaH B ApyTHe OpraHbl roCyAapCTBEHHON
BJIACTH.

Tema 12. | [loarotoBka aei1 K NOCJIEAYIOIIEMY XPaHEHHUIO U HCIIOJIb30BaHUIO.

Ocobennoctu ObecrnieueHue COXPAHHOCTH JIOKYMEHTOB. ODKCIIEPTHOE OLICHUBAHHE

XpaHeHust nokyMmeHToB. [lepenaya nen B apxuB. CtpaxoBoit (oHI 0c000 LIEHHBIX

OPUANYECKHX nokymeHToB. CoxpaHeHHe OJIaHKOB, me4yared W mramnoB. M3bsaTue

JOKYMEHTOB JIOKYMEHTOB. Y HUYTOXKEHHE TOKYMEHTOB.

Tema 13. | Tennenuun pa3BuTHA HMHPOPMAIMOHHBIX TeXHOJOTHHA. CHCTEMBI

HNudopmanuonnbie AIIEKTPOHHOTO JOKYMEHTOO0OpOTa. AHaIM3 MPOrPaMMHBIX CHUCTEM

TeXHOJIOTHH aBTOMAaTHU3alMK JIEIONPOU3BOJICTBA U JOKYyMEHTOO00pOTA.

NOIEePKKHU

AOKYMEHTO0000poTa




TemaTnueckuii miaan

ConepxarteabHblid MOJYIIb |

HazBanue
conepKaTeIbHbIX
MOJYJIEN U TEM

KoanuectBo yacos

Ounas dhopma

3aouHas popma

Ha 0ase o01ero
CpeaHero oopa3oBaHMs

Ha Oaze
CpeIHEero

npodecCuOHAIHLHOTO

00pa3zoBaHMs

BCETO

-
-
w
-
-

B T.4.

JICKIIUH

MPAKTUICCKUC|

BCEro
ICKIIAH|

T
T

nmabonarTobuLle
1abopatopHEE
MIPAKTUYCCKUC

WHIUMBUIVAIbLHAA pa0OT

caMocTogTenrHAd padoTa

1200DATODHEIE

caMOCTOATEIbHAs paboTa

WHIUBUyalIbHAs paboTa)

BCEIr Ol

u

X

ICKIHU
r

MPAaKTHYECKHE
1a ﬁnpm‘nnnmp

caMOCTOsITeNIbHAs paboTa

UHOUBUAVAILHAA Pa 00TAa

T

lan

Tema 1. UcTopust
pPa3BUTHA
IOPHIHYECKOro
AOKYMEHTOBe/IeH
ust B
yupexaeHun

Tema 2.
OcHoOBHBIE
MOJIOKEHU A
OPUAHYECKOTO
AOKYMEHTOBE/ICH
us

Tema 3.
XapakrepucTuka
IOPUAHYECKUX
AOKYMEHTOB

Tema 4. [lonsTne
o(puIHAIBbHO-
AeJIOBOT0 CTHJISA
U TpeOOBaHUA K
HEMY

Tema 5. IlonsiTue
1 CBOliCTBA
OPUINYECKUX
TEPMHHOB

Tema 6.
Opranuszanus
AOKYMEHT0000po
Ta

Hroro nmo
coJep:KaTeIbHOM
y moayJao 1

34

16

12

29

37
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HaszBanne
COI[Gp)KaTeJIBHBIX
MOJyJIEH U TEM

KonnuectBO yacos

Ounas popma

3aouHas popma

Ha 0a3e o01ero
CpeIHero 00pa3oBaHUS

Ha Oaze
CpeIHero

poheccuoHaIbHOTO

o0pa3oBaHHs

w
-
e

BCETO

JICKLINH]

IMPAKTUYCCKUC

JIAOOPATOPHBIT )

camMoCTOsITeNIbHAS PaboTal

HHANBUAYydJIbHAXd PalUTA

w
!
=}

o]
=
-

BCETO
ICKIAUY|

T
1200DATODHEIE -

HPaKTUYCCKHUC

CaMOCTOSITENIbHAs padoTa]

r

—J

HWHIUUBUOVAOBHATI DA ﬁn"m

BCETO

IeKIuul
r

r

T
1200DATODHEIE *

oOpaKTUuyeCKue

caMOCTOsITeNIbHAs paboTa

MH/TUBU/IVAIIEHAY DNAdOOTd

Tema 7.
Opranu3anmoHH
0_
pacnopsiiuTeIbH
ast
AOKyMeHTaIus
KaK Beylias
cucTeMa
ylpaBJIeHYeCKOM
JeATEJIbHOCTH

W

W

Tema 8.
Opranuzanus
padoThI c
AOKYMEHTaAMH 110
JUYHOMY
COCTaBY

Tema 9.
OcobenHocTu
AOKYMEHTAJIbHOT
0 opopmiIeHUs
padoThI c
MEePCOHATIOM B
opraHax
roCy1apCTBEeHHO
H BJacTH

Tema 10. Pa6ora
H oxpaHa
JOKYMEHTOB,
coJiepKaIuX
roCy1apCTBEHHY
10 TAHY

Tema 11.
Opranuszanus
padoThI c
o0paleHusIMHU




rpaxaaH

Tema 12.
OcobeHHocTH
XpaHeHust
OPUINYECKUX
JOKYMEHTOB

Tema 13.
Nudopmaumonn
ble TEeXHOJIOTHH
NO/IIEPKKHU
AOKYMEHT0000po
Ta

Hroro

no
coJiepKaTeJIbHOM
Y MOIYJIIO 2

38

20

12

35

35

35

35

Bcero yacos no
MOIYJTH0

72

36

18

18

72

64

72

64
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4. MeToandecKkue PEKOMEHAANUHA IJIHA IMPOBCACHUA NMPAKTHICCKUX 3aHSATHH coaepraTcsa
B y‘leﬁHO-MeTOJII/['leCKOM KOMIIJIEKCE JTUCHMIIIIMHBI

[IpakTHyeckue 3aHATUS IPOBOJATCS B LIENAX aKTUBHOTO MPHUOOPETEHUS CTYA€HTaMU HOBBIX
3HAHUM, 3aKpelyieHHs, pPacIIMpeHuss M YIIyOJeHHs 3HAHWUM, IOJyYEHHBIX Ha APYTrUX BHUAAX
y4eOHBIX 3aHATUMN, TOATOTOBKH JOKJIAJ0B, IPE3EHTAUIl U IPYTUX TBOPUECKUX 3a/1aHUM, a TaKKe
Ui OOy4eHHUs CTYJEHTOB MeETOJaM CaMOCTOSITEJIbHOM paboThl C y4yeOHBIM MaTepuaioM u
CTaTUCTUYECKUMH JTaHHBIMHU.

YroObl NaHHBIA BUA 3aHATUN Mporien 3PQPEeKTUBHO, TEOPETUUECKH HACHIIIEHO M TOJHO,
CTyJEHTaM HEOOXO0JIMMO J10 3aHATHSL:

1. BHMMaTenbHO 03HAKOMUTHCA € 3aJaHUEM Ha CEMUHAP.

2. IIpounTaTth KOHCHEKT JEKLIHHU 10 COOTBETCTBYIOIIEH TEME.

3. O3HaKOMUTBHCS C PEKOMEHI0BAaHHOM JINTEPATYpPOil, B TOM YHUCIIE U C JONOJHUTENBHOM, U,
BO3MOXHO, IPUHECTH €€ C cO00i1 Ha 3aHsTHE.

B xone caMoCTOATENIbHON MOATOTOBKY K MPAKTHUECKOMY 3aHATHIO CTYJIEHTaM HE00XO0AUMO
IyOOKO H3Y4YHTh OCHOBHBIE TEOPETHYECKHE IMOJOXKEHHUs yueOHbIX BompocoB. [Ipu pabote ¢
yueOHOI nuTepaTypoil cieayer ocoboe BHUMaHHE oOpamiaTh Ha OCOOEHHOCTH HCIIOJIb30BaHMS
HOBBIX KaTeropui, TEpMUHOB U (GOpMUPOBATH y c€e0s COOTBETCTBYIOLIUE JIEKCHUKO-
¢pazeonornyeckue 000poTHl  peud. V3ywyaemblii y4eOHBI ~MaTepuan  LenecoodpaszHoO
3aKOHCIIEKTUPOBATh B pab0YMX TETpaIsX.

Ha npaktrdeckux 3aHATHAX IIPOBOIUTCS OIPOC TEOPETUYECKOIO0 MaTepHUalla, BBIIIOIHAIOTCS
IIPAKTUYECKHUE 3aJaHUs M PEIIAIOTCsS 3aJadyM MO IMPEIIOKEHHBIM TeMaM JICKIUOHHBIX 3aHSTHM.
AKTUBHOE ydacTHe B 00CYXJI€HUH BOIPOCOB MIPAKTUYECKUX 3aHATHH, pELICHUE 33a]a4 Ha 3aHATHU
U CAMOCTOSITENBHO IO 3aJaHHI0 IPENOJNABATEINsA, SBIAETCS OJHUM M3 YCIOBUM IIOJIy4YEHUs
IIOJIOXKUTEIIBHON OLICHKH 110 JAHHOMY KYpCYy.

TeMbl NpaKTHYeCKUX 3aHATHI

Ne HasBanue Tembl KonunuectBo
4acoB

Tema 1. | Ucropusi pa3sBUTHS KOPUAHYECKOT0 JIOKYMEHTOBEJACHHS B 2 1
YUYpeKIeHUU

Tema 2. | OCHOBHBIE 0JIOKEHUS IOPHINYECKOT0 JOKYMEHTOBEIeHUs 2 1

Tema 3. | XapakTepuCTHKA IOPHAHYECKUX TOKYMEHTOB 2 1

Tema 4. | IlonsiTue o(pyMHAIBLHO-/1€JI0BOTO CTHJISI U TPEOOBaHUS K HEMY 2 1

Tema 5. | IloHsiTHe U CBOICTBA WPUANYECKHUX TEPMUHOB 2

Tema 6. | Opranusanusi JOKyMeHT0000pOoTAa 2

Tema 7. | Opranu3auMoOHHO-PACIOPSAAUTEbHAS AOKYMEHTalus KaK 2
BeAYIIAsl CHCTEMA YIIPABJEHYECKOI 1eATeJbHOCTH

Tema 11. | Oprann3anus padoThl ¢ 00palleHUSIMH TPAKIAH 2

Tema 12. | Oco0eHHOCTH XpaHeHHs] WPUAHYECKUX JOKYMEHTOB 2
Bcezo 18 4

5. MeTroanueckue peKOMeHIAMHU M0 OPraHU3AUMU CAMOCTOSATEIbHOH Pa0doThI CTY/IEHTOB
coJepsKaTcsl B y4eOHO-MeTOAUYEeCKOM KOMILIeKce THCIUIIHHbI

B oBnageHun 3HaHWAMM ~ y4eOHOM  JAMCLUMIUIMHBI  BaXXHBIM  3TallOM  SBJSETCA
camocTosiTeNibHast paboTa cTyAeHToB. OCHOBHBIMU HAIPABICHUSAMU CAMOCTOSITEIBHONH pabOTHI
CTYZACHTA SIBJIAIOTCS:

— TEpBOHAYAIBHO MOJPOOHOE O3HAKOMIIEHHUE C IPOrpaMMoN y4eOHOM TUCIUIIIINHBL;
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— O03HAKOMJICHHE CO CIIMCKOM PEKOMEHyEMOM JIMTEPATyphl MO JUCLUILUIMHE B LIEJIOM U IO
pazzenaM, HamM4yMe ee B OMOJMOTEKE M JPYTHX JOCTYIHBIX WCTOYHMKAX, U3yYE€HHE HEOOXOAMMOM
JUTEPATYPHI IO TEME, O00P TOTIOTHUTEIILHON JIUTEPATYPhI;

— H3YYEHHE U pacIIMpEHHE JIEKIIMOHHOIO MaTepHualla IpernojaBaTelisi 3a CUeT CIEUAIbHOM
JUTEpaTypbl, KOHCYJIbTAIIHIH;

— TOJTOTOBKAa K MPAKTHMYECKUM 3aHATHSAM [0 CHEUHATbHO pa3padOTaHHBIM IUIaHAM C
W3YYEHUEM OCHOBHOM M TOTIOJHUTEIBHOM JINTEPATYPHI;

— MNOATOTOBKA K BBIMTOJHCHHUIO JUATHOCTUYCCKUX q)OpM KOHTPOJIA (TCCTBI, KOJUIOKBUYMBI 1
T.IL.);

— TIOJTOTOBKA K 3a4eTy.

[lenpl0 caMOCTOSATENFHOW PabOTHI CTYJSHTOB SIBISETCS OBJIajAeHHE (DyHIAMEHTAIbHBIMU
3HAaHWSIMH, MPOPECCHOHATBHBIMA YMEHHSIMHU W HaBbIKaMU 1O mpoduiao Oyaymen mpodeccuu,
OIIBITOM TBOp‘-IeCKOfI, HCCHCI[OBaTCHLCKOﬁ ACATCIIBHOCTH, PA3BUTHUC CaMOCTOATCIBHOCTH,
OTBETCTBEHHOCTH M OPTraHM30BaHHOCTH, TBOPUECKOTO TOJX0/Ia K PEUICHUIO TPOOIeM y4eOHOTO U
npo¢eCcCHOHATBHOTO YPOBHEH.

Opranuzanms caMoCTOSITE/IbHOI Pa0doThI CTYIEHTOB

Ne Hazsanmne Tembl KomnaectBo
qaCoOB
Tema 1. | Mcropus pa3BUTUS FOPUINYECKOTO JOKYMEHTOBEACHUS 1 4
B YUPEKICHUU
Tema 2. | OCHOBHBIE TIOJIOKEHUS FOPUANUECKOTO JOKYMEHTOBEICHUS 1 5
Tema 3. | XapakTepucTHka IOpUINYECKUX JOKYMEHTOB 1 5
Tema 4. | [loHsiTHe OPUIMATEHO-/IETIOBOTO CTHIIS U TPEOOBAaHUS K HEMY 1 5
Tema 5. | [loHsiTHE M CBOWCTBA IOPUANYECKUX TEPMHUHOB 1 5
Tema 6. | Opranuzanus JOKyMEeHTOO0OpOTa 1 5
Tema 7. | Opranu3alluOHHO-PACIOPSIAUTENbHAS JIOKYMEHTAlMs Kak  Beaylias 1 5
CUCTEMa YIPABJICHYECKON IS TeIbHOCTH
Tema 8. | Opranuzanus paboThl C JOKYMEHTAMH IO JIUYHOMY COCTaBY 2 5
Tema 9. | OcobGeHHOCTH TOKYMEHTAIBLHOTO OPOPMIICHUS 2 5
paboThI ¢ IEPCOHANIOM B OpraHax rocy1apcTBEHHOMN BIACTH
Tema 10. | PabGota u oXpaHa JOKYMEHTOB, COJEPKAIINX TOCYNaPCTBEHHYIO TAHHY 2 5
Tema 11. | Opranuzaius paboTsl C 0OpaleHHSIMU TPaKIaH 2 5
Tema 12. | OcoGeHHOCTH XpaHEHHsI FOPUIUIECKIX JOKYMEHTOB 1 5
Tema 13. | UudopmarnmoHHbie TEXHOJIOTHH MOJACPIKKH TOKYMEHTO000pOTa 2 )
Bcezo 18 64

6. HNnauBuayanabHble 3aJaHUA co/iep:KaTcs B GOHIAX OLIEHOYHBIX CPeICTB

OnHuM U3 BUAOB MHAWBUIYaTbHOW PaOOTHI CTY/IEHTOB SIBISETCS MOATOTOBKA JOKIada Ha
KOH(EPEHIIUIO W OyOJIMKOBAHHUE TE3UCOB WJIM HAYYHOU CTaThH.

Ilenp nmaHHOM pabOTHI — OCMBICICHHE M YriyOJeHHe 3HAHUM MO JAaHHOW TUCIUILIMHE,
pa3BUTHE HABBIKOB CaMOCTOSITEJIBHOW paboThl 1O cOOpy, CHCTEMaTH3allMM MaTepuana,
MIPOBEJICHHUIO MCCIEAOBAHUS U aHAIIM3a Ha IPUMEPE KOHKPETHOTO MPEATPHUSITHSI.

SIBnsiACH OTHUM W3 BHUJIOB HAYYHO-HMCCIIEIOBATEIHCKON pabOThl CTYJIEHTOB, MOKJIAd, TE3UCHI
WIM CTaThsi CIOCOOCTBYIOT (OPMHUPOBAHHIO Yy CTYIEHTOB AaHAIUTHYECKOTO, TBOPUYECKOTO
MBIILICHUS.

Homep BapmaHTa wuinum TemMa CaMOCTOSTENbHOW Hay4YHON palOOTBl BHIOMpaeTcs IO
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COTJIACOBAHUIO C MPEINOAaBaTEIEM.
IIpumepHbIe TEMbI HHAMBUAYAJIbHBIX 3aJaHUI

1. CymHocTh M OCHOBHOE Ha3HaueHHe J|OKyMEHTAllMOHHOTo OOeCHeyYeHHs YIPaBICHHUS B
COBPEMEHHBIX YCIIOBUSIX.

2. HopmartuBHo-ipaBoBas 6a3a JlIokyMeHTalIMOHHOTO obecnieueHus ynpasieHus B JIHP.

3. Opranusanus Jlenonpons3BoicTBa HAa MaJIbIX IPEIIPUITHSAX.

4. Cneuncuka JIOKyMEHTalMOHHOTO OOECIEYeHHUs YIpPaBICHUS B  TIOCYIAapCTBEHHBIX
YUPEXKJIEHUSX.

5. BO03MOXHOCTM HCHOJNb30BaHUS COBPEMEHHOHM O(QHCHOM TEXHUKHM B  ONTHMH3ALUU
JOKYMEHTO000pOTa B OpraHN3aI1H.

6. Bo3MOXHOCTH HCIOJB30BaHUS CHENUAIN3UPOBAHHBIX MPOrpaMM sl OCYIIECTBICHUS
JIOKYMEHTAIlMOHHOTO 000pOTa B COBPEMEHHBIX OpraHU3alHsIX.

7. Hctopus craHOBiE€HHS W pa3BUTUSA JIOKyMEHTAIlMOHHOIO OOECIeUYeHHs YIpaBJICHUS B
Poccun.

8. Bo3MOXHOCTH  HCIONB30BaHHMA  METOAOB  MAaTEMaTH4ECKOTO  MOJECIHMPOBAHMS A
ONTHMU3ALNU JOKYMEHTO000POTa Ha MPEANPUATHH.

9. Crneuuduxka JJokyMEHTallMOHHOTO 00ecIieueH sl YIPaBICHUs B KaIPOBbIX CITyKOax.

10. 3apyOexHbIi ONBIT Opranu3anuu JJoKyMeHTallMOHHOTO 00eCTIEYeHHs! YIIPaBICHHUS.

11. IlepcriekTUBHBIC HANIPABIEHUS B pa3BUTUN JOKyMEHTAllMOHHOTO 00eCIIeYeHus YIIPABICHHUS.
12. Opranmzanus JlenonpousBoJIcTBa B OpraHax TOCYAApCTBEHHOW BJIacTM U MECTHOTO
CaMOYyIIPaBJICHUS.

13. CoctaB M mpegHa3HAYEHHE BHYTPEHHUX OPraHU3AllMOHHO-PACIOPSIUTENbHBIX JTOKYMEHTOB
OpraHu3aI|H 110 paboTe C MEPCOHATIOM.

14. IlpuMeHeHuE METOJI0OB COBPEMEHHOI0 MEHEKMEHTAa B OpraHu3aluu J{OKyMEHTalnOHHOIO
o0ecreyeHus yrnpaBiIeHUs..

15. IlpuMeHeHue TOCYNAapCTBEHHBIX CTAaHAApPTOB B  OpraHM3aluu J{OKyMEHTallMOHHOIO
o0ecreyeHus yrnpaBiIeHUs..

16. Crenuduka opranu3anuu JJoKkyMeHTaIIHOHHOTO 00ECIICUCHHSI B CyIax.

17. Wcnonp3oBaHue 3apy0eKHOTO OIbITA B OPraHU3aLUU TIOKYMEHTO000pOTa Ha MPEIPUATHSIX.

Kputepun oneHnBaHusI MHAMBUYAJIBHON PadoThI CTyeHTA.

1.  Ilenb paboThI: HACKOILKO YETKO CHOPMYIUPOBAHA.
2. CtpyKTypa: JOTUYHOCTh U MOCIEA0BATEIbHOCTD U3JI0KEHUSI MaTepuaa.
3.  AprymeHrtamus: OOOCHOBAaHHOCTb, YOEIWUTENLHOCTh, HAIWYHE TO3UTUBHOW OIEHKH U

BO3MO>KHOHN KPUTHUKH, CEPbE3HOCTh HAYUHBIX UICTOYHHUKOB.

4.  HayuHbplli TIOMCK: HMCTOJB30BaHHE COOTBETCTBYIOIICH JUTEPATYpPhl, 00BEM MPOBEICHHBIX
HAYYHBIX MCCIIEA0BaHU.

5. SI3pIKk paboTHI: TOHATHOCTH, TPAMOTHOCTb.

TBopueckuii MOAXOJ: TBOpPUECKOE OTHOIIEHHWE K OTOOpY, 00paboTKe MaTepHajoB, HAIWYHE
OpPUTHHAJILHBIX BBIBOJIOB.

7. IlpuMepHbIe BONPOCHI K MOAYJIbHOMY KOHTPOJIIO

1. TlonsaTne n GyHKIUHU IOPUANIECKOTO JOKYMEHTA.

2. OCOOEHHOCTH XpaHEHUs JOKYMEHTOB.

[lonaTtne nOKyMeHTa KaK MaTepUalbHOTO OOBEKTa, coJepKallero HH(opMamuo a1 ee
paclnpocTpaHeHUs: B HPOCTPAHCTBE M BPEMEHU (BKJIKOYas M TaK Ha3bIBa€MbIEe TpPEXMEPHBIE
IIPOU3BEJIEHUS UCKYCCTBA - QPXUTEKTYPY U CKYJIBITYPY) - 3TO ...

a) Y3KO€ IOHATHE JOKYMEHTa;

0) MUpPOKOE MOHITHE TOKYMEHTA;



B) caMO€ LIMPOKOE MOHSATHE TOKyMEHTA.
r) o0I11ee MOHATHE TOKyMEHTa
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YHOpﬂILO‘-IeHHaH COBOKYIIHOCTb JAaHHBIX HJIM HOKYMCHTOB, HCO6XO,Z[I/IMBIX AJid pCHICHUA 3aJiayd

OIIpEJIeJIEHHON 00JIaCTH AESTEIBHOCTH - ITO ...
a) MHQOPMALMOHHBIE CUCTEMBI;

0) nH(pOpPMaLMOHHBIE PECYPCHI;

B) MH(OPMAIIMOHHBIE MACCUBBI.

') UHQOPMALIMOHHbIE O0BEMBI.

8. O0paszen MOaYJILHOTO KOHTPOJIS

I'OY BIIO «JIOHELIKUI HAIIMOHAJIbHBINM YHUBEPCUTET»
IOPUIUYECKUM ®AKYJIBTET
KA®EJIPA A AMUHUCTPATHUBHOI'O U ®DUHAHCOBOI'O ITPABA
Hanpasnenne noarorosku 40.03.01 FOpucnpyaennms
JucuuminHa «9KOJI0THIECKOE PaBo»

MOJAYJBbHASA KOHTPOJIBHASA PABOTA
BapuanT Ne 1

1. Mcropus cTaHOBIEHUS JOKYMEHTOBEICHUS.
2. OCcOoOEeHHOCTH perucTpanuy oopalieHuit rpakaan
3. BBINOJHUTE TECTHI

YTBepkaeHO Ha 3acemaHuu Kadeapbl aIMUHUCTPATUBHOTO U ((MHAHCOBOTO TIPaBa,

npoTokodI Ne  oT«_ » 20 T
3aB. xkadempoit E.M. CriakoBa
[IpenogaBarens J.C. KabnoB

Kpurtepuu oneHnBanus MoAyJIbHOI0 KOHTPOJIS

KoauuecTBO
Homep 3ananus 0aJ110B
3aganue 1 4
3amanue 2 4
3amanue 3 4
Bcero 12 6am10B

9. KoHTpoJIbHBIE BONIPOCHI K NPOMEKYTOYHOM aTTecTalnu

KoHTpoJibHBIE BOIIPOCHI K 3a4eTy:

TEOPETUYECKASA YACTb

1. Jlenonpou3BOACTBO KaK Hay4YHas U ydeOHast TUCIUIUIMHA.

2. IloHATHE «yCTaB», €r0 BUABI U PEKBU3UTHI.

3. OCHOBHBIE ATaIbI Pa3BUTHS JIE€IOIPONU3BOJICTBA.

4. IloHsITHE «OJIOKEHUSN», €0 BUBI U PEKBU3UTHI.

5. CtpyKTypa Aen0onpon3BO/CTBa.

6. [lonsiTHE «TpaBWIIa», TPYNIBI IPABUI U PEKBU3UTHI.

7. IlonsiTie, 00BEKT, IPEAMET, 3a/1a4H, (YHKIIHUHU JETONPOU3BOJICTBA.
8. [lonsiTHE «TIpHUKa3», €ro BUJIbI, CTPYKTYpa U PEKBU3UTHI.
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9. IloHsATHE IOPUINYECKOTO TOKYMEHT, €r0 CBOMCTBA U (DYHKILIUH.

10. TlonsiTHE «pacoOpsKEHUE», €ro IPYIIbl U PEKBU3UTHI.

11. Knaccudukanus 1opuuuecKux J0KyMEHTOB.

12. TlonsiTHE «yKa3aHUE», €€ PEKBU3UTHI.

13. IloHsATHE FOPUINYECKON TEXHUKH.

14. TlonsiTue «pelieHuey, ee BUAbl, CTPYKTypa U PEKBU3HTHI.

15. 3HaueHne IOPUANYECKON TEXHUKH, €€ OCHOBHBIE 3a1a4H.

16. TlonsiTue «crpaBKay, €€ BUIbl U PEKBU3UTHI.

17. Ilpuemsl 1 npaBuiIa IOPUANYECKON TEXHUKU: IOPUINYECKAsT TEPMUHOJIOTUS, IOPUAUYECKAS
KOHCTPYKLHSI.

18. INonsATue «ciry:xe6HOe MUCHMO», €r0 BUIbI U PEKBU3HTHI.

19. TpeGoBanus Kk 0POPMIICHUIO IOPUINIECKUX JOKYMEHTOB.

20. [loHsiTHE «IIPUTIIAIIEHUE), €T0 YCTAaHOBICHHbIE 000POTHI U (hpa3bl, PEKBU3UTHI.
21. PexBu3HT, Kak 0053aTE€IBHBIN 3JIEMEHT IOPUIAYECKOTO TOKYMEHTE.
22. IloHsATHE «BBIBO», €TO PEKBU3UTHI.

23. OdunmanbHO-/1€710BOM CTUIIb KaK CTUIIb IOPUINYECKUX JOKYMEHTOB.
24. IloHsATHE «IIPOTOKOJ», €r0 BUJBI U PEKBU3UTHI.

25. [loactrnu oduIIMaILHO-IETIOBOTO CTHIIS, UX MECTO B JIETIOBOM cdepe.
26. IloHsATHE «BBITUCKA U3 IPOTOKOJIA», ET0 PEKBU3UTHI.

27. IlonsATHE «CPOK», KFIOPUIAUUYECKUI TEPMUH.

28. IloHsATHE «IIOCTAHOBJIEHHUEY, €€ PEKBU3UTHI.

29. CBoiicTBa IOPUINUYECKUX TEPMUHOB.

30. [lonsiTue «aHKeTa», OCOOCHHOCTHU €€ 3ar0JIHEHHS.

31. TpeGoBanus K ynoTpeOJICHUIO IOPUANIECKUX TEPMUHOB.

32. IloHsATHE «XapaKTEPUCTHKA», €€ BUAbI, CTPYKTYpa U PEKBU3UTHI.

33. OMOHUMUS IOPUAUYECKUX TEPMUHOB.

34. lloHATue «mIpeACTaBICHUE», €r0 PEKBU3UTHI, TPeOOBaHMSA COCTaBJIECHUS M HHoOpMalus,
coJieprKaniasicsi.

35. CuHOHUMUS IOPUANYECKUX TEPMUHOB.

36. [lonsitue «pesromMer, ero hopmbl, TPeOOBaHUS COCTaBIIEHUS U UH(OpMAIIUS,
COJIEPIKUTCSL.

37. AHTOHUMUS IOPUINYECKUX TEPMHUHOB.

38. IloHsATHE «TIOpYyYEHUE», €r0 BUJBI U PEKBU3UTHL.

39. [TapoHMMHUS IOPUIUIECKUX TEPMHUHOB.

40. ITonaTre «pacnucKay, ee BUIbl U PEKBU3UTHI.

41. TekcT KaKk OCHOBHOM 3JIEMEHT IOPUINYECKOT0 JOKYMEHTA, €ro CTPYKTYpa.
42. TTonsiTue «oKajnoObD», €e PEKBU3HUTHI.

43. Oxapakrepu30BaTh pEKBU3UTHI HA3BaHUS IOPUANUYECKUX TOKYMEHTOB.
44. IlonaTne «OT4ET», €ro rPyIIbl U PEKBU3UTHI.

45. Oxapakrepu30BaTh PEKBU3UTHI JATUPOBKU M UHJEKCALIUH.

46. IlonaTue «aKkT», €ro 4acTH U PEKBU3UTHI.

47. OxapakTepu30BaTh pEKBU3UTHI OPOPMIICHHUS TEKCTA.

48. TlonsTue «wiaH paboThl», €ro BU/bL, (HOPMbI U PEKBU3UTHI.

49. OxapakTepu30BaTh PEKBU3UTHI YTBEPHKICHUS JOKYMEHTOB.

50. IlonsTHE «IIpOrpaMMa pa3BUTHUS», €€ BUABI U PEKBU3UTBHI.

51. OxapakTepu30BaTh PEKBU3UTHI O MOJTYUYECHUH U UCIIOJHEHUS.

52. OcoOGeHHOCTH COCTaBIJICHUs 3asIBJIICHUI B OpraHbl BIACTH.

53. Opranuzanusi KOHTPOJIS 32 BBIIOJIHEHUEM IOPUANYECKUX JTOKYMEHTOB.
54. OcoOGeHHOCTH COCTaBJICHUS JIMUHON KaPTOUKH.

55. Cpoku UCHIOJTHEHUSI IOKYMEHTOB.

56. OcOOEHHOCTH COCTABICHUS aTTECTAIUMN.

57. Homenknatypa Aein, €€ BUIbI.

58. OcobGeHHOCTH COCTaBIIEHUS MIPecC-peu3a.



59. ®opmupoBanue, opopmiIeHHE U OTOOP A€ Ha XpPaHEHUE U YHUUYTO)XKEHHE.
60. IlonsiTHe «pelieHue», ero BUbl U peKBU3UTHIL.

Oo0pa3en 3K3aMeHANMOHHOI0 OMJIeTa

He Tpedyetcsi

10. OoOpa3zen TecTOBOrO 3a1aHUS
Kakum cBOMCTBOM MOXHO OXapakTEPU30BaTh HAJTUYKE Y JOKYMEHTa HEOThEMJIEMBIX CIIAaraeMbiX,
0€3 KOTOPBIX OH CYLIECTBOBATH HE MOXKET?
A) BEIIECTBEHHOCTb;

b) atpulGyTUBHOCTH;
B) cTpykTypHOCTS;
I') rmacHOCTB.

YTO OTHOCHTCS K IMPU3HAKAM JJOKYMEHTA:
A) pyHKIIMOHAIBHOCTH UHPOPMALINY;

B) ToxxnecTtBeHHOCTH camoMy ceOe;

B) 3aBepiieHHOCTL COOOIIEHUS;

I') monuoTa Tekcra.

11. Kpurepuu oueHUBaHUsA

ITo

y4eOHOH JHCHMIUIMHE TPEANojaraercs IPOBEACHUE MOIYJIbHOTO

BBHITIOJTHCHHE WHAMBHUIYAIBHON pabOThI M MPOBEICHUE YK3aMECHA.
OneHka 3HaHMKA CTYJAEHTOB MpoBoauTcs 1Mo 100-0aIbHOM IIKane COrIaCHO CIEAYHOIINM
KPUTEPUSIM:

15

KOHTPOJIA,

Ne i/m

Buabl KOHTPOJILHBIX MepONPUATHIT

KoaunuecTBO
0aJ1J10B

Hpakmuqecmte SAHAMUA

63

3anarue 1. Mcropus pa3BUTUS IOPUAMYECKOTO JOKYMEHTOBEICHHUS B
YYPEKIACHUU

3anstue 2. OCHOBHBIE NIOJIOKEHUS IOPUANYECKOTO TOKYMEHTOBECHUS

3ansatue 3. XapakTepucTUKa IOPUAMUYECKUX IOKYMEHTOB

3anstue 4. [lonstre odumaibHO-/1€JI0BOr0 CTHIISA U TpeOOBaHUSI K HEMY

3ansTue 5. [lonsaTue u cBolicTBa OPUIUYCCKUX TCPMHHOB

3anstue 6. Opraau3anus T0KyMEHT0000poTa

N[O\ [N | |W(N

3anarue 7. OpraHu3allMOHHO-pacHopsiAMTEIbHAs JOKYMEHTAlUs Kak
BE/IyIIasi CUCTEMA YIIPABICHYECKON IS TEIbHOCTH

3anste 8. Opranuzanus paboThl ¢ 00paIICHUSIMH TPaXIaH

3ansTtue 9. OcobeHHOCTH XPaHCHUS IOPUANICCKUX JOKYMCHTOB

IIpomesicymounoe mecmuposanue

Hnousuoyanvrnas paboma

— | —
U]N\]\l\]\l\]\]\]\]\]

bl el ISl NN Fo)

3auem (Mmozcosoe cobecedosanue)

10

Bcero 3a CEeEMECTP

100

OreHka 3a ceMecTp BBIUUCISIETCS ITyTEM CYMMHUPOBaHHUA 3apab0TaHHBIX CTYJEHTOM OasioB
32 CEMECTp M Ha 3a4eTe M BBICTABIACTCS corjacHo Iukane, npunsrodn B JlonHY. bonee
noJIpoOHbIE KPUTEPUU pa3pabaThIBAIOTCS, UCXO0M U3 (DOHIA OLIEHOYHBIX CPEJICTB U KOHTPOJIHHO-
HU3MCPUTCIIBHBIX MAaTCPUAJIOB U JOBOJATCA 10 BCAOMA CTYACHTOB B HepBBIﬁ MECAL] O6yquI/I$I.

IIxaja cooTBeTCTBUS 0aJVIOB rOCYAapCTBEHHOM IIKajIe
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OmeHKa 110 Onenka ro 100- OreHka 1o rocyAapCTBEHHON LIKaje
mkaine ECTS | OamnpHO# mikane | sx3ameH, 1uddepeHInpOBaHHbIN 3a4eT 3a4er
A 90-100 5 (oTAM4HO) 3a4TEHO
B 80-89 4 (xoporo) 3a4TEHO
C 75-79 4 (xopo1o) 3a4TEHO
D 70-74 3 (yAOBJIETBOPUTEIIHHO) 3a4TEHO
E 60-69 3 (yAOBJIETBOPUTEIIHHO) 3a4TEHO
FX 35-59 2 (HEeYyIOBJIETBOPHUTEIHHO) C HE 3aUTEHO
BO3MOYKHOCTBIO TIOBTOPHOM aTTECTAllnU
F 0-34 2 (HeyAOBJIETBOPUTENBHO) C HE 3a4TEHO
BO3MOYKHOCTBIO TIOBTOPHOH Cl1auu TIpH
YCIIOBUU 00513aTeNbHOT0 Habopa
JOTIOJTHUTENBHBIX 0aJIOB
12. MarepuajibHO-TeXHHYECKOe o0ecneueHue yueOHOro npoiecca.
OcBoeHne  JUCHUIUIMHBI «¥Opuanyeckoe JTIOKYMEHTOBEJICHHE» npearnoiaraer

WCIIOJIb30BaHUE CIIEAYIOLIET0 MaTepHaJbHO-TEXHUYECKOT0 obecriedeHus:: YueOHas ayIuTOpHs
(aya. Ne 301: r. Honeuxk, rp. Batytuna, 1a) ucrons3yercs At IPOBEICHHUS 3aHATHH JIEKIIMOHHOTO
TUIA MPAKTUUYECKUX U JTAOOPATOPHBIX 3aHATHI, TPYNIOBBIX U MHIUBUIYAJIbHBIX KOHCYJbTAIIHH,
TEKyLIEr0 KOHTPOJII M TPOMEXKYTOYHOH aTTecTaluM, JUii CaMOCTOSTENbHOW paboThI
oOyuaromuxcst (Kommiekt yueOHo# Mebenu Ha 52 mocaJoyHbIX MECT, KOMIUIEKT paboyero Mecra
IpernoaaBaresns, MeJoBas AO0CKa, MyJIbTHUMEIUNHass OocKa, | MyJIbTUMENMNHBIM HpoekTop, 1
HOYTOYK).

VYuebOnass aymutopus (ayn. Ne 301: r. [oneuk, np. Barytuna, la) ucmonp3yercs ains
MIPOBEJICHUS 3aHITUN JIGKIIMOHHOTO THIA MPAKTUYECKUX U Ja00OpaTOPHBIX 3aHSATHM, TPYIIOBBIX U
VHAMBUIyaJIbHBIX KOHCYJIbTAllMM, TEKYIIEro KOHTPOJS M IPOMEXKYTOUYHOM aTrTecTaluu, s
caMOCTOSTENbHON paboThl oOyvaronuxcs (KommiekT yueOHoi mebenu Ha 56 MOCag09HbIX MECT,
KOMILJIEKT pabodyero MecTa MpernojaBarens, MenoBas Jocka, 1 MyJIbTUMEIMHHBIA mpoekTop, 1
HOYTOYK).

VYuyebHas s1aboparopusi JIEKTPOHHON WHpopMmauuu. Mcmonb3yeTcss A OopraHuzali M
MIPOBEJICHUS] CaMOCTOSATENbHON paboThl oOyuatomuxes (aya. Ne 224: r. Jloneuk, mp. BaryrtuHa,
la). Kommiekr ydeOHOW wmebOenn Ha 32 MOCAAOYHBIX MeECTa, KOMIUIEKT pabdoyero mecta
npenojaBaTesis, MyJbTUMEIUIHAS JOCKa, KOMITbIoTep B KoMIuiekTe (10 mr), 2 MyapTUMe TUHHBIX
IIPOEKTOpA.

YuranpHblii 3an Ne7 ropummdeckoro ¢akynbrera. [lomemienue ans caMOCTOATENbHON
pabotel oOyuaromuxcs (aya. Ne 101: r. lonenk, np. Barytuna, 1a). Kommnekt ydeOHo# Mebenu
Ha 6 Moca/I04YHbIX MECT, KOMITBIOTEp B KOMIUIEKTE (211T).

PexomennoBanHas JuTepaTrypa

Ne HaumenoBanue Koa-Bo Haanumne
n/n IK3EMILISIPOB | 3JIEKTPOHHOI
B OubJMoOTEKE BepCUH B
JouHY 9BC
OcHoBHas JauTEpaTypa

1. | Kymmapenko, H. H. JlokymentoBenenue : [Yuel. mis 41

CTyIeHTOB By30B KynbTypbl] / H. H. KymHapenko. - 6-¢

n3a. - K. : 3aannsa, 2005. - 459 c.
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Yypunos, A. 10. IOpuanueckoe nea0npon3BOJACTBO :
y4eOHOe mocoOue I akaJeMHYecKoro OakayiaBpuarta /
A. 1O. YypunoB. — Mocksa : U3parensctBo HOpaiiT,
2019. — 169 c. — (bakanaBp. AxageMUYeCKHil Kypc).
— ISBN 978-5-534-11725-7. — Tekcr : 31eKTpOHHBIH //
9BC FOpaiit [caitT]. — URL:
https://urait.ru/bcode/446021

JlonoJIHUTeIbHAS JIUTEPATY

Kymnapenko, H. H. JlokymenroBenenue : Yueb. s
CTyJIeHTOB By30B KyibTypbl / H.H. Kymnuapenko. - 2-e
3. - K. : 3uanns, 2000. - 460 c.

27

KysnenoB, . H. JlokyMeHTanmoOHHOE OOECIICUCHHE
ynpaieHus. JJokyMeHTOO0OpOT U JIENOMPOU3BOJICTBO :
Y4eOHHUK u MPaKTUKYM TSt CpeIHero
npodeccuonansHoro obpazosanus / M. H. Ky3ueros. —
3-¢ m3x., mepepad. u gon. — Mocksa : M3nmatenbcTBO
KOpaiit, 2019. — 462 c. — (IIpodeccronanbHOe
obpazoBanne). — ISBN 978-5-534-04604-5. — Tekcr :
anektporubii  // DOBC  IOpaiir [caiit]. — URL:
https://urait.ru/bcode/433861

JlokymMeHTOBeieHHe : YYeOHHMK U TIPAKTHKYM JUIS
cpenHero mnpodeccuoHanbHOro obpazoBanust / JI. A.
Hoponuna [u ap.] ; non penakuueit JI. A. JlopoHuHoi.
— 2-e u3x., nepepad. u morn. — Mocksa : M3garenscTBo
KOpaiit, 2019. — 309 c. — (IIpodeccronanproe
obpazoBanue). — ISBN 978-5-534-04330-3. — Texkcr :
anektpornabii  // DOBC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/433551

KazakeBuu, T. A. JlokyMeHTOBEIEHHUE.
JIOKyMEHTAIlMOHHBII CEpBHUC : yUYEOHHK U TMPAKTUKYM
st mpukiagHoro OakamaBpuara / T. A. Kazakeuu, A.
N. Tkanmuu. — 2-e u3n., uchp. U gomn. — Mocksa :
WNznarensctBo IOpaiit, 2019. — 177 c. — (bakanasp.
ITpuxnannoit kypc). — ISBN 978-5-534-06273-1. —
Tekcr : anexrponnsiit // OBC FOpaiut [caitr]. — URL:
https://urait.ru/bcode/437480

Hoponuna, JI. A. Opranmzanusa W TEXHOJIOTHUSA
JOKYMEHTAllMOHHOTO ~ OOECTeYEeHUsl  YIpaBJeHHUs
Y9eOHMK W  TPaKTUKyM UL aKaJeMHYECKOTO
OakanaBpuata / JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa : UznparensctBo HOpaiit, 2017. — 233 ¢. —
(bakanaBp. Akanemuueckuii kypc). — ISBN 978-5-534-
04568-0. — Texct : anexktponusiii // IBC KOpait [caitT].
— URL.: https://urait.ru/bcode/406929

boporcekmit  B. H. JlimoBoactBo B 0aHKIBCHKHX
yCTaHOBax : HaB4. Moci0. ans cTyaeHTtiB By3iB / B. H.
bopogrcekuii, B. I1. Ilpaagyn, P. B. Jlpy3in ; TaBp. nHai.
yu-T iM. B. 1. Bepnancekoro. - K. : LleHTp HaBu.
miteparypu, 2006. - 223 c.

Ckibinpka, JI. 1. J[imoBOACTBO : HABY. MOCIO. AJISA CTYA.
purl. HaBy. 3axi. / JI. . CkibOiupka. - 2-re Bun. - KuiB :
Konpop, 2012. - 219 c.
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[
1

HNudopmaunoHHbie pecypebl

https://glavadnr.ru/ - opunmansusiii caidt ['maser JIHP
http://dnrsovet.su - opunmansusiii caidt Haponnoro Cosera JJHP
http://smdnr.ru - opurmansuelii caitt CoBeta Munucrpos JIHP
http://gpdnr.ru - opunmansHeIi caiiT I enepansHol ipokypatypsl JJHP
http://www.minjust-dnr.ru — opunmansasiit caift Munuctepcrsa FOctuuu JITHP
http://www.nbuv.gov.ua/ - cadtT 6ubmmorexku uM. Bepraackoro
http://library.donnu.ru/ - 6ubnuoreka JlonHY
http://www.biblio-online.ru/ - 6ubnuoteka KOpaiit

9. http://www.consultant.ru - cipaBouHasi mpaBoBast cuctema «Koncynsrant [Lmrocy.

10. http://www.garant.ru/ - cipaBo4Has mpaBoBasi cuctema ['apanr.

11. http://www.pravo.ru - cnpaBo4Has rpaBoBas cuctema «IIpaBo».

12. http://www.kodeks.ru - odurmansHblii caiT WHPOPMALMOHHO-IIPABOBOTO KOHCOPIHAYMa

«Koxmekcey.

XN R

14. IIporpammHoe oGecneveHnue

1. Windows 7 PRO (xoprioparuBHas naunensus JJOHHY Ne 46484614);

2. Microsoft Office (kopropatuBnas muuensus JOHHY nunenzus Ne 46472919);

3. Microsoft Visual Studio (mmmen3uss mnporpammbl DreamSpark i BeICIIMX y4eOHBIX
3aBEJICHHI);

4. JIunen3uu GPL, Apache, BSD nns cBo6oanoro nporpamMmmuoro obecrieuenus: FreeLab, Scilab,
R Studio, Python, Eclipse, Free Pascal, Tries Mode, Prolog, AntuBupyc Kacnepckoro, Linux
Fedora, Libre Office, Adobe Acrobat Reader, xPDF, Blender, KOMITIAC-3D LT, Paint.NET,
Gimp.

5. IlpodeccuonanpHas cnpaBounas cucrema «Komekc/TexHoskcnepr»  JIumeH3znoHHOE
cornamenue Ne 43/136 ot 07.11.2016 .

Pabouas mporpamMMa paccMOTpeHa U MEpEyTBEp)KICHA Ha 3acelaHuu Kadeapbl ¢ M3MEHEHHSIMHU
(6e3 m3amenenwmii) Ha 2020-2021 rox. IIporokon 3acenanus kadeapsr Ne oT

3aB. kadeapoii E.M. CriakoBa


http://dnrsovet.su/
http://www.kodeks.ru/
http://www.pravo.ru/
http://www.garant.ru/
http://www.consultant.ru/
http://www.biblio-online.ru/
http://library.donnu.ru/
http://www.nbuv.gov.ua/
http://www.minjust-dnr.ru/
http://gpdnr.ru/
http://smdnr.ru/

