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Oo0s1acTh NIPUMEHEHUS U HOPMATUBHbIE CCHLIIKH

Hacrosimas mporpamma y4eOHON JUCHUIUIMHBI YCTAHABIMBAET MUHUMAIbHBIC
TpeOOBaHMS K 3HAHUSIM M YMEHHUSM OOY4YaloIIerocsi U ONpeleNisieT CojepKaHue
Y BUJIbl YUEOHBIX 3aHSATHN W oTueTHOCTH. JlaHHas paboyas mporpamma JUCHUILTAHBI
MOKET OBITh MCTIOJb30BaHA TIPH peaU3allii YIeOHON MUCIUTIINHBI C TPUMEHEHHUEM
AJIEKTPOHHOTO OOYYEHUS W IUCTAHIIMOHHBIX 00pa30BaTEIBHBIX TeXHOJOTHH. Pabouas
mporpaMma  AUCIUIUIMHBI  aJanTUpPOBaHa IS OOy4YeHUS WHBAIHMIOB U JIWI
C OrPaHUYCHHBIMM BO3MOXKHOCTSIMU 3JIOPOBbS C YUETOM HX HWHJIUBUIYATbHBIX
0COOEHHOCTEM.

[Iporpamma mnpenHa3HaueHa Jyisi [OpenojaBaTeseil, BeAyIIUX JaHHYIO
JTUCHUIUIMHY, | oOywatomuxcs 1o crnenuansbHoctd  40.02.04  HOpucnpyneHius
HampaBneHHOCTB: IOpUCT B cpepe MpaBOBOro 0OECICUEHUsI OpraHU3aIluil U FPaK/IaH,
U3YYaroluX JUCHUILTUHY «IOKYMEHTAIMOHHOE 00€CTIeueHHE YIPABICHUSD.

[Iporpamma pazpaboTaHa B COOTBETCTBUHU C:

. ®denepanbHbIM  TOCYAAPCTBEHHBIM 00pa30BaTEIbHBIM CTaHAAPTOM
CPEIIHETO poeCcCuOHATIEHOTO oOpa3oBaHuUs 10 CIIEHHAITBHOCTH
40.02.04 IOpucnpyaennus, yreepxkaéunoro [Ipukazom MuHucTtepcTBa MpOCBEIICHHUS
Poccum ot 27.10.2023 Ne 798;

. [Topsimkom OpraHu3aluu U OCYILIECTBJICHUS o0Opa3oBaTenbHOI
JEATEeIIBHOCTH 10 00pa30BaTeNIbHBIM MPOrpaMMaM CPEIHET0 MPOQPECcCHOHATBEHOIO
oOpazoBaHnus, yTBepxaeHHbIM [Iprukazom MunucrepcrBa npocenieHus Poccuiickoi
Oenepanyu ot 24.08.2022 No 762;

. [Iporpammoii IIOATOTOBKH CIICLIMAIUCTOB CpeaHero 3BEHA
no cnenuanbHoctu 40.02.04 IOpucnpynenmms;
. VYuebusiM mianoM 1o cnenuaibHocTH - 40.02.04  FOpucnpyneHus,

yTBEpKAeHHBIM B 2024 T.

1. Ieap 1 3a1a4i OCBOEHHUA TUCIHUIINHBI

Heab0  ocBOEHUA  AUCHUIUIMHBL  «JOKYMEHTAallMOHHOE  oOecreueHue
yIpaBJICHUs», peaindyeMoir B pamkax crnenuanbHoctd 40.02.04 FOpucnpynenuus,
apisieTcss  (opMUpOBaHME y  OOydaromuxcss 0a30BbIX, OCHOBOIIOJIATAIOIIUX,
YHUBEPCAIbHBIX 3HAHUN HOPUAMYECKON MaTEpUH, HEOOXOAUMBIX JJIsI MOCIEAYIOIIEro
M3YUYEHHUS OTPACIIEBBIX IOPUIUUECKUX JUCITUTLIINH.

3agayd  OCBOGHMS  JUCHMIUIMHBI  «JOKYMEHTAIIMOHHOE  OOecredeHue
YIPaBICHUS:

. opopMIIATH OpraHU3alMOHHO-PACIIOPSIAUTEIbHBIE JIOKYMEHTBI
B cooTBeTCTBUU ¢ feicTBytomuM ['OCTom, B TOM uyuciae o¢opMIIsiTh OCHOBHBIE
yIPaBIE€HYECKUE JOKYMEHTHI;

. - OCYIIECTBIIATh OOpPaOOTKY BXOIANINX, BHYTPEHHUX W UCXOJSIINX
JIOKYMEHTOB, KOHTPOJIb 32 UX UCHOJIHEHUEM;
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. - 0OpMIIATH TOKYMEHTBHI JIJIS IEpeadyn B apXUB OpraHU3aI|HU.

. B pesynbrare oCcBOEHUS AMCLMIUIMHBI OOYYarOIIUWCS JTOJKEH 3HATh: -
MOHSTHE JJOKYMEHTA, €T0 CBOMCTBA, CIIOCOOBI JOKYMEHTHUPOBAHUS;

. - npaBuia COCTAaBJICHHUS 1 opopMIeHUs OpraHu3alMOHHO-
pacropsiAuTEIbHbIX T0KYMEeHTOB (aanee - OPJI);

. - CHCTEMY U TUINOBYIO TE€XHOJIOTHIO JOKYMEHTAI[MOHHOTO OOECIeUeHUs
ynpasienus (naiee - 10Y)

. - JIeJIONpOU3BOJACTBO B KaApOBOM  cimyxkbe; -  0COOEHHOCTH
JIEJIONPOU3BOCTBA 10 00paIleHusIM rpaxaaH Y KOH(PUAECHIINAIBHOTO
JEJIONPOU3BOCTBA.

2. MecTo TMCUMILIMHBI B CTPYKTYpPe 00pa3oBaTeIbHOM MPOrpaMMbl

HMucuumnaa OIL06  «JlokyMeHTalMOHHOE  OOECICUECHHUE  yIpaBJICHUS)
OTHOCUTCS K paszueny I «IIpodeccuonanpHas MOJIrOTOBKA, OIl
«Oowmenpodeccuonanbubii Uk, OIl «O6menpodeccuoHanbHble AUCIUTUTHHBI
ydeOHoro 1ana no cneruanbHoctu 40.02.04 FOpucnpyaeHus.

N3yuenue naHHOW NUCHIMIUIMHBI Oa3upyeTcs Ha 3HAHUSAX, YMEHUSIX U HaBbIKaX,
MOJIYYEHHBIX IIPU U3YUYEHUHU CIEAYIOINX JUCUUILINH:

. Hctopus

. OO1ecTBO3HAHUE

. Teopus rocynapcrsa v rnpasa

. Koncruryunonnoe npaso Poccuu;
. AJIMUHUCTPATUBHOE IMPABO;

OCHOBHBIC MOJIOKCHHUS AUCHUILIIMHBI MOTYT OBITH HCITOJIB30BAaHEI B I[&J'IBHCfIHICM
P U3YUCHHUU CIICAYIOIINX Oucuunﬂuu u Me.)fCOucuunJmHaprlx Kypcoe:

. ['paxx1aHCcKoe IPaBo U IPAKIAHCKUM MPOIECC;
. YronoBHOE MpaBo;
. YTon0BHBIN NPOLIECC;
. [IpaBoOXpaHUTEIBHBIE OPTaHbI;
U MeHCOUCUUNTTUHAPHBIX KYPCOB:
. Hauanpnaas npodeccronaabHasi MOATOTOBKA U BBEICHUE

B CHELHUAIBHOCTB;
. OCHOBBI yIpaBJI€HUS B IPAaBOOXPAHUTEIIbHBIX OpraHax.
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CI'lOA

3. Pesyabtarsl ocBoenusi O/l B coorBercTBUM ¢ PI'OC CIIO u Ha

ocaoBe ®I'OC COO

B PE3YIbTATC OCBOCHUA JUCHUIIIINHBI O6Y‘I3IOHIPII?ICH OCBAaMUBACT CJIICAYIOIIUC

KOMIICTCHIINU:

Koa u HamMeHOBaHHEe KOMIIETEHIIMH

3HaHMA M yMEeHUs

OK 01

Bribupats ciocoOsl penieHus 3aaay
poecCuOHANBHOM e TeNIbHOCTH
K pa3JIM4HbIM KOHTEKCTaM

3HaHusA: crI0cCOOOB, METOJIOB, IPUEMOB PEIICHUS
3a7a4 B MPO(EeCCHOHATBHON eI TETbHOCTH
YMeHuUsI: UCTIONIB30BaTh HAa MPAKTUKE U3BECTHHIE
CHIOCOOBI, METOIBI ¥ IIPUEMBI JUTS TOCTHIKCHUS
Pe3yNbTaTOB B MPOPECCHOHATBHON ASSITETbHOCTH

OK 02

Hcnonp30BaTh COBpEMEHHBIE CPEICTBA
IIOMCKa aHall3a U HHTEPIPUTALUH
uHpopManru 1 HHPOPMAIIMOHHBIE
TEXHOJIOTUH ISl BBIIOJIHEHHS 33134
PO EeCCHOHAIBHON e TEIHHOCTH

3HaHUs: COBPEMEHHBIX CPEJCTB [TOMCKA U aHATIN3a
nHGOPMAIIMY C HCTIOB30BaHUEM HH(POPMAITMOHHBIX
TEXHOJIOTUH

YMeHusi: OCYIIECTBIATh ACUCTBUS B paMKax
MOMCKA HH(POPMALIUHU C UCIIOTIb30BAHUEM
WH(POPMAIIMOHHBIX TEXHOJIOTHIA

B IPO(eCCHOHATIBHOM 1€ TeIbHOCTH

OK 03

IInanupoBaTh U pealn30BbIBaTh
poQeCCHOHATBHOE U TMYHOCTHOE Pa3BUTHE,
IPEIITPUHUMATEIBCKYIO 1EATEIbHOCTD

B nipodeccuoHanbHoe chepe, NCIOoJIb30BaATh
3HaHUS NPaBOBOH U (PUHAHCOBOU
IPaMOTHOCTH B Pa3JINYHBIX KU3HEHHBIX
CUTYaLUAX

3HaHMA: 0 TOM, KaK IJIAHUPOBATh U PEaTU30BbIBATH
JUYHOCTHOE PA3BUTHUE, KaKas IPaBOBast
nH(pOpMaLIK MOXKET OKa3aThCs MOJIE3HOM

YMeHus: mIaHUpoBaTh NPo(ecCHOHANTBHOE

U JIMYHOCTHOE Pa3BUTHE, IPEIIPUHUMATEIbCKYIO
JesITeIbHOCTD B IIpoeccuoHabHoe chepe,
HCII0JIb30BaTh 3HAHUS IPABOBOM U (PMHAHCOBOM
I'PaMOTHOCTH B Pa3JINYHbIX JKU3HEHHBIX CUTYaLUAX

OK 04
OddexTuBHO pabOTaTh B KOIIEKTUBE
¥ KOMaHJIe

3HaHusA: cr1oco0O0B MOBbIIEHUS Y3P(HEKTUBHOCTH
B3aUMOJECICTBUS B KOJIJIEKTUBE

Ymenusi: 3p(HEKTUBHO TPUMEHSTH 3HAHUS, METO/IBI,
IIPUEMBI, MIOBBIIIAIOIINE KAYECTBO KOJUIEKTUBHOTO
B3aUMOJECUCTBHU

OK 05

OcCy1IecTBISITh YCTHYIO U INCBbMEHHYIO.
KoMMyHUKaIuio Ha rocyJapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu ¢ yauetom
O0COOCHHOCTEH COIMANBHOTO U KYJIbTYPHOTO
KOHTCKCTAa

3HaHUA: KaK OCYIIECTBISETCS yCTHAs

Y IUChbMEHHasi opMa KOMMYHUKAILIUK Ha
rocyJapCTBEHHOM M MHOCTPAHHBIX SI3bIKaX,

C y4E€TOM 0COOEHHOCTEH COIUATBLHOTO

U KYJIbTYPHOTO KOHTEKCTa

YMeHusi: OCyIECTBIATh YCTHYIO M MUCbMEHHYIO.
KoMmmyHuKa1uio Ha rocyJapCTBEHHOM SI3bIKE
Poccutiickoit deneparuu ¢ yaeToM 0COOEHHOCTEH
COLIMAIBHOTO U KYJIbTYPHOTO KOHTEKCTa
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OK 06

[IposBIISITH TPpaXKIAHCKO-TTATPUOTUYECKYIO
MO3ULHUIO, IEMOHCTPUPOBATh OCO3HAHHOE
MOBEJICHUE HA OCHOBE TPAUILIMOHHBIX
YeJIOBEUECKUX [IEHHOCTEH, B TOM YHCIIC

C YYETOM IapMOHM3AIMU MEKHAIIMOHAIBHBIX
Y MEXKPEJUTHO3HBIX OTHOIICHUI, TPUMEHSTh
CTaHAApPThl AHTUKOPPYIIIUOHHOI'O MMOBECACHU A

3HAHMA: KaK NPOSBIATH IPAKIAHCKYIO
MaTPUOTHYECKYIO O3ULUIO, TEMOHCTPUPOBATH
OCO3HAaHHOE IOBEJICHUE HA OCHOBE TPAJUIIMOHHBIX
YEJIOBEUECKUX LICHHOCTEW, B TOM YHCIIE C YUETOM
rapMOHHM3ALUU MEKHALMOHAIIBHBIX

Y MEXPEJIUTMO3HbIX OTHOIIECHHM, IPUMEHATh
CTaHJAapThl aHTUKOPPYILMOHHOTO TIOBEICHUS
YMeHHs1: UCII0JIb30BAThH NIOJyUYEHHBIE 3HAHUS
npodeccnoHaNbHOM 1eATEIbHOCTH,
JEMOHCTPUPOBATh OCO3HAHHOE IIOBEICHUE Ha
OCHOBE TPAJULIMOHHBIX YEJIIOBEYECKHUX LIEHHOCTEH,
B TOM YHUCJIE C yYETOM FapMOHHU3ALUU
MEKHAMOHAJIBHBIX U MEKPEIUTUO3HBIX
OTHOIIEHUMN, TPUMEHSTH CTAaHIAPThHI
AHTUKOPPYILHUOHHOTO MOBEACHUS

OK 07

CoJelicTBOBATh COXPAHEHHUIO OKPYXkKAIOLIEn
MIPUPOHON CPEeIIbl, PECYPCOCOEPEKEHHUIO,
MIPUMEHSATH 3HaHUS 00 N3MEHEHUH KJIMMAaTa,
MPUHIUITEI O€PEKIIMBOTO TPOU3BOJICTBA,
3(PEeKTUBHO EHCTBOBATH B UPE3BBIYANHBIX
CUTYaIUIX

3HaHuUMA: CrI0cOO0B COXPAaHEHUSI OKPYKaroeh
MIPUPOJHON Cpefibl, pecypcocOepekeHus,
MIPUMEHSTH 3HaHUsI 00 U3MEHEHUU KJIMMaTa,
MIPUHIIMITBI OEPEKITUBOTO MPOU3BO/ICTBA,

3¢ (HEeKTHBHO JACHCTBOBATH B YPE3BBIYANHBIX
CUTYaIUsAX

YMeHusi: COICICTBOBATh COXPAHEHUIO
OKpPY’Karolle! IPUPOTHOMN CPebl,
pecypcocOepekeHuI0, IPUMEHSATh 3HaHus 00
W3MEHEHUHU KIIUMaTa, MPUHIIUIIEI OepeKIMBOTO
MPOU3BOJICTBA, I3((HEKTUBHO JICUCTBOBATH

B UPE3BbIYANHBIX CUTYyAIUAX

OK 09

[Tonp3oBatbest mpodeccnoHaIbHON
JIOKyMEHTAIMEN Ha TOCYAapCTBEHHOM
Y UHOCTPAHHBIX S3bIKAX

3HaHuA: 3aKoHOAaTeIsCcTBa Poccuiickoii
®denepannn; 0COOEHHOCTH OTJEIbHBIX BUIOB
HOPMAaTHBHBIX MMPABOBBIX aKTOB, U IPYTUX
JIOKYMEHTOB

YMeHusi: aHaIU3UPOBATh MTOJIOKEHUS
JEHCTBYIOILIErO 3aKOHOIATEIbCTBA U UHBIX
HOPMAaTHBHBIX aKTOB, IMOJIH30BATHCS

B Mpo(ecCcCHoHANBHOM 1eSTeTbHOCTH

MK 1.2
[TpuMeHATH HOPMBI IIPaBa JJIs peIIeHUs
3aJa4 B Ipo(ecCHoHAbHOMN 1eATEeIbHOCTH.

3HaHUA: 3HAYCHHE TOJIKOBAHUS HOPM TIpaBa

B c(hepe TPYIOBBIX U CBSI3aHHBIX C HUMH
OTHOIIIEHUH, CTOCOOBI TOJIKOBAHUS, JIETICHUS €T0 Ha
BU/IBL.

YMeHusi: UCTIOJIB30BATH PA3JITUIHBIC CITOCOOBI
TOJIKOBaHHUS HOPM TIpaBa B cepe Tpyna.

IIK 1.3
BJ'Ia}IeTI) HaBBIKaMHU IIOAT'OTOBKH
HOPUINYICCKUX JOKYMCHTOB, B TOM YUCJIC

3HaHUA: colepKaHUE POCCUKUCKOTO TPYAOBOrO
MpaBa; TPYIOBbIE TIpaBa M 003aHHOCTH TPaXK/IaH;
mpaBa 1 00s13aHHOCTH paboToaaTeneii; BUIbI
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C MCIIOJIb30BaHUEM MH(OPMAIIMOHHBIX TPYAOBBIX IOTOBOPOB; TPYAOBYIO AUCHUILINHY;
TEXHOJIOTHH. MOPSIIOK Pa3peIIeHNs TPYAOBBIX CIIOPOB, 3HATH
MH(POPMALMOHHYIO KYJIBTYPY

YMeHHUsI: TOIKOBATh U NPUMEHSATH HOPMBI
TPYZOBOTO IIPaBa; MPUMEHITh HOPMATUBHO-
MIPaBOBBIC JOKYMEHTHI B TPO(ECCHOHATBHOM
JEATeIbHOCTH; aHAJTM3UPOBATh U peraTh
IOpUAnYEcKHe TPo0IeMbl B chepe TPYHAOBBIX
OTHOIIIEHHH, OCYIIECTBISATh aHAJIM3 U OLICHUBATh
MH(POPMAIIHIO C HCTIOJIb30BaHHEM
MH(OPMAIIMOHHBIX TEXHOJIOTHI

5. O0LeM TUCHUILINHBI

5.1. Ounas ¢popma 00y4eHust

3 Kypc
Buj yueOHoii padoThI
5 cemectp

KonTtakTHas paboTta 00ydaronuxcs ¢ mpernoiaBaTenemM 54
B cooTBeTcTBUU ¢ YII (ayauTopHbIE 3aHATHSA)
Jlexuun 38
[IpakTuueckue 3aHATHS 16
CamocrosrenbHas pabora 6
Buzbl npoMeKyTOUHOH aTTeCTalluu 3a4eT
Bcero yacoB mo gucuuniInHe 60

6. CTpykTypa yueOHOM TUCHUILIAHBI

6.1. TemaTu4ecKHil NJIaH AMCUMIIMHBI «/[OKyMeHTallMOHHOE o0ecnieueHne
YIPaBJCHU» 1JIA OYHOM (pOpPMBI 00yYeHUsI

Bupr yueOHBIX 3aHATHI

1
5 m
Ne HanmenoBanne = § KonTaktHas pabora g ®opma
/1 pa3zienoB U TEM % z 0o0yJaronmxcst g 5 KOHTPOJIS
8 = C TpernoiaBaTeiem z2'S
O

(ayauTOpHBIE 3aHSTHS)
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[IpakTuy.
Bcero Jlexknuu P
3aHSATUS
Tema 1. Cucrembl Teopernueckuii
YIPaBJICHUECKOM 4 4 3 1 - ompoc,
JIOKYMEHTAIUU TECTUPOBAHUE
Tema 2. TpeboBanus .
TeopeTtnueckuit
K COCTaBJICHUIO
4 4 3 1 - ompoc,
1 0(hOpMIICHHUIO
TECTUPOBAHUE
JIOKYMEHTOB
Tema 3. CnocoOb1 Teopernueckuit
U CpeJICTBa 5 5 3 2 - ompoc,
JIOKYMEHTHUPOBAHUS TECTUPOBAHUE
Tewma 4. .
OpraHH3ALHONHO TeopeTtnueckui
P 5 5 3 2 - orpoc,
pacrnopsiauTeabHas
TECTUPOBAHUE
JIOKYMEHTAIUS
Tema 5. CnpaBoyHO -
UH(POPMALMOHHEIE Teopernuecknii
U CIIPaBOYHO- 5 5 3 2 - orpoc,
aHAJTUTHYECKUE TECTUPOBAHUE
JIOKYMEHTBI
Teopernueckuit
orpoc
Tema 6. CinyxeOHast poc,
5 5 3 2 - MPAaKTUIECKOE
KOPPECTIOHICHIIUS
3a/1aHue,
TECTUPOBAHUE
Teopernueckuit
Tema 7. JlokyMeHTaIus
Hlokym 1 3 3 3 - - orpoc,
10 INYHOMY COCTaBY
TECTUPOBAHUE

Tema 8. I'paxk1ancko -

MpOoLIECCYaJIbHBIE Teopetnueckuit
JIOKYMEHTBI 5 5 3 5 orpoc,

U JOKYMEHTHUPOBAHHE MPaKTUYECKOe
JIOTOBOPHBIX 3aJlaHue
OTHOLIEHU

Teopernuecknii
Tema 9. JIOKyMeHTBI ponpoc
7151 0(hOpMIIEHUS ’
8 ql P . ) 5 3 2 - MIPaKTHIECKOE
MEHCUH, TOCOOUI
3a/1aHue,

U KOMIIeHcauit

TECTUPOBAHUE
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Teopernyeckuii
Tema 10. Opranuzanust p
10 3 3 3 - - ompoc,
JIOKyMEHTO000pOoTa
TECTUPOBAHUE
Teopernyeckuii
Tema 11. P
CucreMatusainus OHPpoC,
11 6 6 4 2 - MIPaKTUYECKOE
JIOKYMEHTOB
3a7aHue,
B OpraHM3aIuu
TECTHPOBAHUE
12 Tema 12. Opranuzauus 4 4 4 Teopernueckuii
XpaHEHUs JOKYMEHTOB ompoc
Hroro 60 54 38 16 6 3auer

7. ConpepkaHue TUCHUIINHbI

Tema 1. Cucrembl ynpapjieHYeCKONH JOKYMEHTALUH

Jexkuyusn:

1. JIoKyMeHT, ero CBOMCTBa U (PyHKIUU.

2 Tlogpaznenenre TOKyMEHTOB IO PYHKIUSAM yIPABICHHUS.
3.0Opranu3anroHHOPacHOPSAUTENbHbIE, CIPABOYHO-UH(OPMALIMOHHBIE U CIPABOYHO-
AHAIIMTHYECKHUE TOKYMEHTHI.

4. Tunonorusi ciaykeOHBIX JOKYMEHTOB I10 HAMMEHOBAaHUIO, MECTYy COCTaBJICHUS,
coJiepkaHuio, GopMe, CpoKaM HCIOJIHEHHUS, MPOUCXOKIACHUIO, BUAY OG(OpPMIICHHS,
cpelncTBaM (PUKCaIIUU.

Ilpakmuueckoe 3anamue:

1. JIoKkyMeHT, ero cBOMCTBa U (PYyHKIUU.

2 Tlogpaznenenre TOKyMEHTOB 1O PYHKIUSAM yIPABICHHUS.
3.0Opranu3aliOHHOPACTIOPSAUTENbHBIE, CIPAaBOYHO-UH(OPMAIIMOHHBIE U CITPAaBOYHO-
aHAIMTUYECKHUE IOKYMEHTHI.

4. Tumnonorusi ciy>keOHbIX JOKYMEHTOB I10 HAMMEHOBAHHIO, MECTy COCTaBJIECHUS,
coliepkaHuio, GopmMe, CpoKaM HCIOJTHEHHUS, MPOUCXOXKIACHHUIO, BUAY OG(OpPMIICHHS,
cpencTBaM (PUKCaIUU.

Tema 2. TpeGoBaHusi K COCTABJIEHNIO U 0(POPMIIEHUIO JOKYMEHTOB.
Jlexuyus:

1. YHudukanus v craHgapTU3aIus ynpaBlIeHUYeCKUX JOKYMEHTOB.

2. YHudumupoBaHHbIE CUCTEMBI JOKYMEHTAIUH.

3. ['ocynapcTBeHHBIE CTaHAAPTHI HA YIPABICHYECKYIO TOKYMEHTAIIMIO.
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4. PexBu3ut nokymeHnrta. IlepedeHb pEeKBU3WTOB NOKyMEHTAa W TPEOOBaHHS K MX
o opMIICHHIO.

5. bnank gokymenta. Buubl 0m1aHKOB JOKYMEHTOB M MX OCOOEHHOCTH.
CTpyKTypHBIE 3JIEMEHTHI JOKYMEHTA M UX pa3MEIECHUS Ha Pa3IMYHbIX BUJaX OJIaHKOB.
Ilpakmuueckoe 3anamue:

1. PacmonoxeHue peKBU3UTOB JOKyMEHTa Ha Omanke ¢opmata A4 uAS npu
POAOJIBLHOM U YTJIIOBOM BapHaHTaX.

2. CocTaBieHHE pa3IMYHBIX BUAOB OJIAHKOB JOKYMEHTOB.

3. Tpe6osanus 'OCT k cocTaBneHUIO U 0HOPMIICHUIO JOKYMEHTOB.

4. V3rotoBieHne, UCIOIb30BaHUE U YUYeT OJAHKOB C BOcHpou3BelaeHHeM repda PO,
rep0a cyorekra PD, repba MyHUIIUTIATLHOTO OOpa30BaHUSI.

Tema 3. Crioco0bI U cpeacTBa JOKYMEHTHUPOBAHUS

Jlexkuyus:

1. CnocoObl TOKYyMEHTUPOBAHHS.

2. HaumeHOBaHuME pa3enoB U TEM

3. CoBpeMeHHbIE CpeACTBa JOKYMEHTHpOBaHUs. lIpukinanHble KOMIBIOTEPHBIE
pOrpamMMbl 00ILIETO HA3HAYEHUS KaK CPEJCTBA JOKYMEHTHUPOBAHHUS.

4. Criennanu3nupoBaHHbIE KOMITBIOTEPHBIE POrpamMMBl aBTOMaTHU3ALINH
JOKYMEHTAIMOHHOTO 00ECIICUEHHMS] YIIPABICHUS.

5. IloHsAiTHE BIEKTPOHHOTO JOKYMEHTA.

Ilpakmuueckoe 3anamue:

1. CocraBnenue OJaHKOB JOKYMEHTOB C MOMOIIBIO MAKeTa MPUKIAJHBIX MPOrpamMm
MSOff

2. Bo3moxHoCTM TakeTa TpUKIaAHbBIX mporpamMm MSOffice 1o co3manuio,
PEIaKTUPOBAHMIO, TIEpeIaue U XPaHESHUIO TOKYMEHTOB.

3. DIEKTPOHHBIN TOKYMEHT U BO3MOXXHOCTH €T0 IIPUMCHCHHS.

Tema 4. Oprann3anMoOHHO-PACIOPAAUTEIbHAS JOKYMEHTALMS
Jlexkuus:

1.Opranu3anoHHble JTOKYMEHTHI (YCTaB, MpaBWiIa, IMOJIOKECHUS, WHCTPYKIMH), WX
XapaKTEPUCTHKA, IPABUIIA COCTABIEHUS U TpeOOBaHUS K OPOPMIICHHUIO.
2.PacniopsinuTenbHbIe TOKYMEHTHI, W3/laBaéMble B YCIOBUAX €AMHOHadanus (IpuKas,
yKazaHue, pacriopsbkenue). [Ipasuna opopmienus.
3. PacnopsautenbHble JOKYMEHTBI, MW3/1aBacMble B YCIOBHUSX KOJUIETHAIBHOCTH
(pemenue, noctanoBienue). [lopsiiok cocrapneHus U npasuia 0GOpMIICHHUS.

Ilpakmuueckoe 3anamue:
1.Oprann3anuoHHble JTOKYMEHTHl (YyCTaB, MpaBWiIa, TOJOKEHHUS, WHCTPYKIMH), HX
XapaKTEPUCTHUKA, IPABUIIA COCTABIEHUS U TpeOOBaHUS K OPOPMIICHHIO.
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2.PacniopsiauTenbHble JOKYMEHTBI, W3/1aBacMble B YCIOBUSAX €IUHOHAYaMs (IIpUKa3,
yKazaHue, pacnopsbkerue). [Ipasuna opopmiienus.

3. PacnopsoutenpHble JOKYMEHTBI, W3/1aBaeMble B yCIOBHUSIX KOJUIETHAIBHOCTH
(pemenue, noctanoBienue). [lopsimok cocrapneHus U npasuia 0GOPMIICHHUS.

Tema 5. CnpaBo4Ho-MH(OPMAIUOHHbIE U CIIPABOYHO-aHAJIUTHYECKHE
TOKYMEHTBI

Jlexkuus:

1. Crnpagka, BusI cripaBok. OTyeTsl 1 cBoAKU. [IpaBuia opopmiieHHs CIipaBoOK.

2. AKTBI, 0COOEHHOCTH COCTaBJICHHS U 0(OPMIICHHUSI aKTOB Pa3HbIX THUIIOB.

3. JlokyMeHTHpOBaHNE KOJUIETHAIBHOM JIeITEIbBHOCTH, 0COOCHHOCTH O(OPMIICHUS
MPOTOKOJIA.

4. Joknaaubie U 00bSICHUTEIbHBIE 3aMUCKU. 3asBieHue. [IpaBuia ux opopmieHusI.

Ilpakmuueckoe 3anamue:

1. CocraBnenue u opOpPMIICHHUE CIPABOK, OTUETOB IO PA3JIUYHBIM HAIMPABICHUSIM
NEeSATEIbHOCTH.

2. CocrapiieHue 1 0()OpMIIEHHE aKTa MPOBEPKU (MHBEHTAPU3ALINUH).

3. CocraBieHue npoToKoa.

4. CocraBJieHHE CITY>K€OHOMU 3alTUCKH.

Tema 6. Cnyxxe0Hasi KOppeCNOH/IEHIIUA

Jlexkuyus:

1. PasHoBUAHOCTH  CiIyKEOHOW  KOPPECTOHACHIMU (MHUChbMa, TEJIETPaMMBI,
TEJIEKCHI, TeNe(OHOTPaMMBI, PaKCOTPaMMBbI, JIEKTPOHHBIE COOOIIEHNS).

2. JlenoBele mHCbMa W UX Pa3HOBUIHOCTU  (COMPOBOJIMTENBHOE,  3arpoc,
NpeJIoKEeHUe, TpPUTIIAlIeHue, HAllOMUHAHWE, OTKa3, MOJATBEPXKICHHUE, peKIamMarlvs
U 1p.).

3. [TpaBuiia opopmiteHns AETOBBIX MHCEM. PEKBHU3UTHI I€IOBOTO MUCHMA.

4, Jlornyeckasi cxema pacnojiokeHuss MHpopMalu B MHcbMax. PedyeBoil »THKeET

B JIEJIOBOW KOPPECTIOHICHIIUH.

Hpaxmuttecxoe 3anamue:

5. PazHoBuHOCTH  CIyKEOHOM  KOppEeCTOHACHLUUH (IMChbMa, TeJerpamMMbl,
TEJIEKCHI, TeNIe()OHOTPaMMBI, (PaKCOTPaMMBI, JIEKTPOHHBIE COOOIIECHNS).

6. JlenoBele mHChbMa W UX Pa3HOBUIHOCTU  (COMPOBOJIMTENBHOE,  3arpoc,
npeyIoKEeHHe, MpUIJIallleHue, HAallOMUHAHUE, OTKa3, MOJATBEP)KICHHUE, peKIaMalus
U 1p.).

7. [TpaBuiia opopmiieHus: AETOBBIX MHCEM. PEKBU3UTHI 1€I0BOTO MUCHMA.

8. Jlornyeckasi cxema pacrnojiokeHuss uHpopmalu B MUcbMax. PedyeBoil »THKeET

B JIEJIOBOW KOPPECTIOHICHIIUH.
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Tema 7. JloKyMeHTALMSA 110 JUYHOMY COCTABY
Jlexyusn:
1. JlokyMeHTUpOBaHuEe  TpyAoBbIX  oTHomieHuil.  Ilopsgok  odopmiuenus

JIOKYMEHTOB TIPH TIpUEeME Ha paloTy, MpPH TMEPEBOJEC, NMPU PACTOPKEHUH TPYIOBOTO
JoroBopa (KOHTPaKTa).

2. Benenne xampoBoid jgokyMeHtanuu. (CocTaBieHUE JIOKYMEHTOB JIMYHOIO
Xapakrepa.
3. Pabora ¢ nepcoHanbHBIMU JaHHBIMU. 3aLUTA IEPCOHATIBHBIX TAHHBIX.

Ilpakmuueckoe 3anamue:

1. Pa3zpaboTka u odopmiieHHEe TPYOBOTO T0TOBOpa

2. Pazpabotka u opopmieHre mpuKaza o MpuemMe Ha padboTy, MepeBojie Ha JPYTYIO
paboty, yBoJIbHEHHE pPaOOTHHUKA.

3. CocraBnieHre 1 BeJIeHUE JTUYHON KapTOUKH pabOTHHKA.

Tema 8. I'paknancko-mpoueccyajibHble [JTOKYMEHTHI H JOKYMEGHTHPOBAHHE
JOTOBOPHBIX OTHOIIEHM I

Jexkuyusn:

1.I'paxmancko-TiporieccyanbHbIE JTIOKYMEHTHI, COCTaBJICHHE u opopmiieHue
MIPETEH3UOHHO - HICKOBOW JOKYMEHTAITHH.

2. JloroBopbl, MX BHJIbI, TPEOOBAHUS K COCTABIEHUIO U 0()OPMIICHHUIO.

3. BpauHblil 10roBOp M aJIMMEHTHOE COTJIallleHUE, MOPSII0K COCTABICHUSI.

4. CrpaxoBble MOJUCHI U JOTOBOPBHI CTPAaXOBaHUs TPEOOBAaHUS K HUM, MOPSAIOK
COCTaBJICHHUSL.

Ilpakmuueckoe 3anamue:

1 .I'pasxxnancko-nipoLeccyaibHbIe JOKYMEHTBI, COCTaBJICHUE u opopmiieHue
MIPETEH3UOHHO - HCKOBOM JOKYMEHTALINH.

S. JloroBopbl, UX BHJIbI, TPEOOBAHUS K COCTABIEHUIO U 0()OPMIICHHUIO.

6. bpadHbIil TOTOBOP M aTMMEHTHOE COTVIALIEHUE, MOPAIOK COCTABICHUSI.

7. CrpaxoBble MOJUCHI U JOTOBOPHI CTPAaXOBaHUS TPEOOBAHUS K HUM, MOPSAOK
COCTABJICHHSI.

Tema 9. lokymeHTBI 1151 0(popMJIEHHUSI TEHCH A, TOCOOUI M KOMIIEHC AU
Jlexuyus:

1. JIoKyMeHTBI JyIsl HA3HAYCHUS TICHCUH, ITOCOOMI ¥ KOMTICHCAITUH.

2. JIOKyMeHTBhl MJisi OCYUIECTBICHUSI MEp COLMAIbHOW TMOJJEPKKUA TpaxkiaaHaM
HYXJAFOUIMMCS B COLIMAJIbHOM 3allNTE.

Tema 10. Opranusauusi JOKyMeHT0000pOTA

Jlexkuusn:

1. [Tonsatue JTOKyMEHTO000pOTAa, €ro CTPYKTYypa, XapaKTEpUCTUKU
u npeabssigemelie 4 2 15 HauMenoBaHue pa3iesioB U TeEM
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2. [TocnenoBarenbHOCT, W IpaBWwiia  pabOThl € BXOAAIUUMMH, HCXOASIIUMU
Y BHYTPEHHUMH JJOKyMEHTaMU OpTaHU3aI[|H.
3. Opranusaius Ae10npou3BoAcTBa. MHCTpyKIus Mo AeI0mPOU3BOCTBY.
4. Cobmionenne TpebOOBaHMI MO 3alUTe HHPOPMAIMM TpU  OpraHU3alUU
JTIOKyMEHTO000pOTA.

Tema 11. CucremaTusanusi J0KyMEeHTOB B OPraHU3alNH
Jlexkuus:

1. I'pynmnupoBka JOKYMEHTOB B II€pBUYHbIE KOMIUIEKCHl. [loHsATHE «Iemom.
[TpuHLMIIBI POpMUPOBAHUS AL

2. Howmenknarypa nen opraHu3aiuu, Nopsiok €€ COCTaBICHUS.

3.  ®opMupoBaHue U 0popMIIEHHUE /1], COCTABICHUE OMUCU

4. T'pynnupoBka JOKYMEHTOB B IE€pBUYHBIE KOMIUIEKCHL. lloHATHE «z1eno».
[TpuHIMIIBEI POPMUPOBAHUS AEII.

5. Homenknarypa aen opraHusanuu, Mopsjok e€ CoOCTaBICHuUs.

6. ®opmupoBaHue u 0opopmIIEHUE 1T, COCTABICHNE OIHCH.

Ilpakmuueckoe 3anamue:

7. T'pynnupoBka JOKYMEHTOB B IEpBUYHBIE KOMIUIEKCHL. [loHATHE —«J1emo».
[TpunIUnEl POpMUPOBAHUS JCII.

8. Howmenknarypa nen opranu3zaiiiu, NopsIok €€ CoCTaBICHUS.

9. ®opmupoBanue u 0HOpPMIICHHE JI€], COCTABICHUE OMHICH

10. I'pynmupoBka JOKYMEHTOB B IEpBUYHbIE KOMIUIEKChl. [loHsTHE — «7emom.
[TpunIunel PopMUpOBaHUS JCII.

11. Homenkiatypa fiei opranu3aiuu, IopsIoK €€ COCTaBICHHUS.

12. dopmupoBanue u 0HOpPMIICHHE JE]I, COCTABICHUE OMUCH.

Tema 12. Opranusanusi XxpaHeHHs JOKYMEHTOB

Jlekuus:

1. XpaHeHue el B opraHuzanuu. PaboTa ¢ JIOKyMEHTaMH, HaxOMSIIUMHU Ha
XpaHECHUHU.

2. [TIpoBepka COXpaHHOCTH JOKYMEHTOB.

3. [ToaroroBka MIOKYMEHTOB K JUIMTEIBHOMY XPaHEHHUIO. DKCIEpTHU3a LIEHHOCTH

JIOKYMEHTOB. llepenaya TOKyMEHTOB B apXuB.

8. MeToanueckue ykazaHus 00y4arouuMcst

8.1. Meroauueckne peKOMEHAAUM JJIA 00YyYAKIIMXCH M0 MOAT0TOBKE
K JIEKIIMOHHBIM 3aHATHAM
OO0si3aTebHBIM  YCIIOBHEM  TOJIYYEHHUS  CpeHero  mnpodecCuoHaIbHOTO
oOpa3oBaHus SIBISETCS TOCEIICHUE JIEKIIMM, MOCKOIbKY crenuduka JaHHONH (HOpMBbI
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OoOy4eHUsI COCTOUT B PEUYEBOM OOILEHUU CO CTyJIEHYECKOW ayauTtopueu. Jlekuus
SIBIISIETCSI OJTHOM U3 OCHOBHBIX (POPM OCBOCHHSI y4€OHOTO MaTepHuaia.

MHuorue oOyuwaromuecs AKaJeMUU BeCbMa AKTUBHO HCIOJIB3YIOT «CHCTEMY
ONEPEXAIOLIEr0 YTEHUS», TO €CThb NPEIBAPUTEIBHO MPOYUTHIBAIOT JEKIMOHHBIN
MaTepual, CoAepKaIIUics B yueOHHKaX U y4eOHBIX MOCOOUSX, 3aKIaIbIBAIOT 0a3y s
0osee riIyOOKOTro BOCHPHUATHS JEKIHH. B TO K€ BpeMsl OBITYET Takas TOYKa 3PEHMS,
YTO «HA JIEKUMHW MOXHO HE XOJIHUTh; TAK KaK €CTh YYEOHUKH, BCErJa MOKHO B HHX
IIOTOM IIPOYMTATh MaTepual» WIM BOCIIOJIb30BATHCS JICKIMAMHU IPHIEKHOTO
COKYpPCHHKA. 311€Ch M TaUTCS NPHUYMHA IOJYYEHUS HEYAOBICTBOPUTENBHBIX OLICHOK,
TaK KakKk HHUYTO HE MOXKET 3aMEHUTh JKHBOE CIIOBO JIEKTOpa, €ro OOIIeHHUE
C ayAUTOPHUEH.

BHuMaTenbHOE CIyIIaHWE JIEKLIUHU, YSICHEHUWE OCHOBHOIO €€ COAEpIKaHusi,
KpaTKasi, HO pa30opuuBasl 3alucCh JIEKUUU — HENPEMEHHOE YCJIOBHE YCIEIIHON
CaMOCTOSITENIbHOM paboThl Kaxzaoro oOyuyatomerocs. I[lostomy oOywarommecs,
NPUCYTCTBYIOIIME HA JIEKIUAX, OOs3aHbl HE TOJIBKO BHHUMATEJIbHO CIIyIIaTh
npenojaBarenss Kapeapbl, HO U KOHCIIEKTUPOBATh M3jJaraeMbli uM martepuan. [lpu
TOM KOHCIEKTUPOBAHME MaTepuaja MpeacTaBiaseT Cco0OM 3amuch OCHOBHBIX
TEOPETUYECKHX MOJIOKEHUN, HOPMATUBHBIX MAaTEPUAJIOB, H31araeMbIX JIEKTOPOM.

Hy>XHO TBEpA0 NOMHUTb, YTO KOHCIIEKTUPOBAHUE JIEKIIMI JaeT 00yJaromeMycs
HE TOJBKO BO3MOXXHOCTH IOJIb30BAaThCSA 3aMMCSIMHU JIEKIMI MPU CaMOCTOSATEIbHOM
HOJIFOTOBKE K MIPAKTUYECKOE am U MPOMEXYTOUYHON aTTecTalid, HO U IryOxe
Y OCHOBATEJIbHE BHHMKHYTh B CYIIECTBO H3JIara€MbIX B JIEKIIMM BOIIPOCOB, JIy4llIe
YCBOMUTB U 3AIIOMHUTh TEOPETUUECKUI 1 HOPMATUBHBIA MaTepHUal.

Kak yxe yka3plBaloCh, KOHCHEKTHPOBAHHWE MPEJCTABIsIET COOOM cCkaroe
U CBOOO/IHOE H3JIO)KEHHE HauOoJIee BaXKHBIX, KapAWHAJIbHBIX BOIPOCOB TEMBI,
u3naraeMoil B yiekuuud. HeoOxoaumo m30eratb MEXaHHMYECKOTO 3allMChIBAHUS TEKCTa
Jexkuuu 0e3 OCMBICIUMBAHUA €ro cojaep:xkanus. He roBops ye o TOM, YTO Takas 3alucCh
TpeOyeT He JIEKIMH, a AUKTOBKH, YTO HEJOIMYCTUMO U HEBO3MOXHO [0 JAHHOU
y4eOHON AucHMIUIMHE. [ TaBHBIA NOPOK TaKOW CHUCTEMBI 3aKJII0YAETCs B TOM, UYTO MpU
HEll OCHOBHOE BHHMMaHHE OOYYalOLIErocss COCPEIOTOYMBAECTCA HE HAa YCBOCHHH
COJIEp>KaHMsl JIEKIIMM, & HA MEXaHMYECKOM BOCIPOU3BEIECHUU TEKCTA, MPOYUTAHHOTO
npenojasareneM. [lockonpky oOyuwaromuiicss He OOpalaeT BHMMaHHUS Ha CMBICT
U coJiepKaHMe JICKIUH, a CIEIUT JIUIIb 32 TeM, YTOObI OHa ObLia JOCIOBHO 3amucaHa
B TE€TPaJH, MaT€pUall, U3JIara€Mblil JIEKTOPOM, OCTAETCS JUIsl HETO HEMOHSTHBIM, & CaMO
BIIEYATJIEHUE O COJEPKAHMM HM3JaraéMod TEMbl OTPBIBOYHBIM, CMYTHBIM M J1aJI€KO
HEIOJIHBIM.

OcHoBHasl LIeJIb JIEKIIUH, TAKUM 00pa3oM, OCTAE€TCs HEAOCTUTHYTOM, K TOMY K€
clleyeT UMETh B BUJy W Jpyroe: Kak Obl MEJICHHO HU YMTaJ JIEKIHIO JEKTOP U Kak
Obl HM cTapajics oOydaromuics €€ TOCIOBHO 3alucaTh, MOCIEIHETr0 JOCTUTHYTh
MOYTH HEBO3MOXKHO, a TaK KaK MNpU TaKOW 3aluCH TJABHOM LENbIO SIBISETCA —
NpaBUJIBHO 3amucaTh JIEKIUIO, a HE YSICHUTh €€ CMBICI, TO TEKCT KOHCIEKTa B pAJe
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CJIy4aeB MCKa)KaeT CMBICI M COAEpKaHUE MHOTUX pa3J/ieoB JIEKIMU. PexomeHnayercs
MIO3TOMY BBICKa3bIBAEMOE JIEKTOPOM IOJIOKEHUE 3aMMChIBATH CBOUMHU CIOBaMHU.

[lepen 3amuchl0 HAAO MOCTAPAaThCA BHAyajl€ IMOHATH CMBICI CKa3aHHOTO.
HeoOxomumo cTapaThCsi OTAETUTH TJIABHOE OT BTOPOCTENEHHOTO M, MPEXJIE BCETO,
3anMcarh riaaBHoe. KadecTBO 3amucu JEKIHWH, KOHEYHO, BO MHOIOM 3aBHUCHUT OT
HABBIKOB 3alHMCHIBAIONIETO U OT €ro 0o0Ield MOArOTOBKH, OT COOOPa3UTEIbHOCTH, OT
YMEHUS HM3Jaratb NPErnoJHOCHMOE MNPENOoAaBaTeleM CBOWMH CIOBAMH W OT MHOTHX
Ipyrux (akToOpoB YUCTO MHAMBHIYAIIBHOTO XapakTepa. [ aBHoe as oOyuarouierocs,
COCTOMUT B TOM, YTOOBI BBIpaOOTaTh CBOW CTEpPEOTUN HamucaHus ciaoB. OJHAKO MpH
3allUCH  HAJO0 [0 BO3MOXHOCTU CTaparbCsi H30erarb paziuYHbIX HEHYXKHBIX
COKpAalIeHU MU 3alMChIBAaTh CJIOBA, OOBIYHO HE COKpallaeMble, MOJHOCThIO. Eciu
CYLIECTBYET HEOOXOAMMOCTh NPUOETHYTh K COKpAIIEHHIO, TO HAJ0 YMNOTPEOISATH
OOIIETIPUHATHIE COKpALICHUs, TaK KAaK IMPOU3BOJIbHBIE COKPAIICHUS [0 UCTCYEHHUU
HEKOTOPOTO BPEMEHHM 3a0BIBAIOTCS, U IPU YTEHUH KOHCIEKTa OBIBA€T, B CBSA3U C 3TUM,
OYEHb TPYJHO pa3o0paTh HAITMCAHHOE.

OOpamaer Ha ce0si BHUMaHUE €IMHCTBO, B3aMMOOOYCJIOBICHHOCTh HAay4YHBIX,
y4eOHBIX W BOCIUTATEIbHBIX (YHKIMH Kaxnod jekuuu. Ecin HaydHas QyHKUus
JEKIMH COCTOMT B Ieperaye CTyACHTaM COBPEMEHHOTO COCTOSIHUS HAayKH, €€
IpeIMETa, METO/Ia, OCHOBHBIX TEOPETUYECKHX KAaTEropui, MOAXOJ0B, TO ydeOHasd
Y BOCIUTAaTENbHAs (DYHKIMM JIEKUUM 3aKIIOYAIOTCS B OpraHU3aldd M pa3BUTUU Y
oOydJarommxcss  ayAUTOPHOM U BHEAYJUTOPHOM  CaMOCTOSITEILHOM  paboThI,
Tpyno00usi, (OPMUPOBAHUSI HAYYHOTO MBIIUICHUS, B oOecrieueHrn 3(h(PEKTUBHOTO
Y TOYHOT'O BBITIOJTHEHHsI Y4eOHOT0 MlaHa ¥ y4eOHOI MporpaMmsl.

ITocne nekuuu, He Tepsis BPEMEHH, CTYJEHT JIOJDKEH MMO3HAKOMUTBCS C IJIAHOM
IpakTHUecKoro 3aHsaTHs. OH ysACHSAET 00s3aTeNIbHYIO U JOMOJHUTENbHYIO IUTEPATYPY,
KOTOPYIO HEOOXOIMMO MpOYUTaTh, M3YyUYUTh U 3aKOHCHEKTUpOBaTh. OOBIUHO
pPa3bACHEHHE 110 ’TUM BOMNPOCAM CTYAEHTHl TOJY4YalOT B KOHLE MPEAbIAYIIEro
MPAKTUYECKOTO 3aHATHS, KOT/la MPENo1aBaTesib OObSBISIET OYEPEIHYIO TEMY 3aHITHUS
U KpaTKO  PAacCcKa3blBaeT, KaK KHEMY TOTOBHUTHCS. B IIEJIOM, MOJATOTOBKA
K IPAaKTHYECKOMY 3aHATHIO TpeOyeT, NpexJe BCEro, 4YTEHHUS, PEKOMEHIYEMBbIX
HOPMATHUBHBIX U MOHOTpapuUYeCKuX padoT, ux pedeprupoBaHHUs, MOATOTOBKH JIOKIAI0B
A COOOIIEHUN

8.2. MeToaguueckue peKOMEHIAIUN 10 MOJAT0TOBKE K MPAKTHYECKUM
3aHATHAM

B yueOHBIX 3aBeACHUSAX, B OCOOCHHOCTH CHCIHAIM3UPOBAHHBIX, YUCOHBIH
mpoIiecc, Kak CTPYKTYpPHO-CIIOXKHAs IeITeIbHOCTh, HE JOJIKEH OTPaHUYNBATHCS JIUIIIH
U3ydeHUEeM aOCTpakTHOro Marepuaiga. VIMEHHO T03TOMYy TPAIUIIMOHHO  JUIS
CTYJIEHYECKOH  ayJAWTOPUU  TPENoJaBaTe/IIMH  CHadajla YUTAIOTCS  JICKIIHH,
coJiepiKaIire, Kak MpaBUJIO, TEOPETHUYECKHUE CBEACHHMSI, MOCIE Yero OHH IMOAJIekaT
MPAKTUIECKOMY 3aKPEIICHUIO.
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Ecin nexknus 3akiafblBaeT OCHOBBl HAay4yHBIX 3HaHMM B 000OIIEHHOM
u abcTpakTHOW (popme, TO MPAKTHUUECKUE 3aHATHUSA MPU3BAHBI YIIIYOUTh, PACIIUPHUTH
Y JE€TAIU3UPOBATH 3TU 3HAHMUSL.

Bricokuii  mpodeccHoHanbHBIH  YPOBEHb  HEMBICIMM  0€3  BBIpaOOTKH
IIPAKTUYECKUX HABBIKOB IIPABUJIBHOIO NPHUMEHEHHs TEOPETUYECKUX 3HAHWM, BBHIY
Yero TPYAHO MEPEOLCHUTh 3HAYCHHWE NPAKTHUYECKUX 3aHiaTui. Llenb 3ansaThi:
NPOBEPUTH TEOPETUUECKHE 3HAHUSA y OOydYaIOIIUXCs, YMEHHE NMPUMEHATH YCBOECHHOE
IIPU PEIICHUH MPAaKTUYECKUX 3anad. Ha ypoBHE NPaKTHYECKOTO ITO3HAHUS
IIPOUCXOJNUT YCBOCHHE W 3aKpEIUICHUE IIOJIYYCHHBIX TEOPETHYECKMX 3HAHUH,
IOPEJOCTABISAECTCS  BO3MOXKHOCTh  peajM3allid  3TUX  3HAHUM B OOCTaHOBKE
IpUOIMKEHHOM K pealbHOCTH.

B npouecce oOyueHust 60sbI1110€ 3HAUEHUE UMEET BBIPAOOTKA y 00ydaromerocs
YMEHHUM M HaBBIKOB I10 IPUMEHEHMUIO HM3y4aeMOI0 MaTepHualla Ha NIPAKTHUKE. B XOZE
IPAKTUYECKOIO 3aHATUS OOCYXKIAIOTCS BOIPOCHI, KOTOpBIE 3a/al0TCid CTYJEHTam
B KQ4ECTBE JJOMAIITHETO 3aJJaHHSI B COOTBETCTBUU C METOAUYECKUMU MAaTEpUAIIAMH.

HexoTtopple mpakTHueckne 3aHATHS NOPOXOAAT B paMKaxX MPAKTUYECKOU
NOATOTOBKM. Ha Takmx mNpakTHYEeCKUX 3aHATHSIX PACCMATPUBAIOTCS IPAKTHUKO-
OPHUEHTUPOBAHHBIE CUTYAIUH, PEMIAIOTCS 3aa4u.

[IpakTueckne 3aHATHS B paMKaxX IPAKTHYECKOM MOATOTOBKH ITO3BOJISIIOT
OOy4YarOIIMMCSl  MOJYyYWTh HABBIKM  IPAKTUYECKOH  pabOThl € KOHKPETHBIMHU
KU3HEHHBIMU CUTYallUsIMU 110 ONpeeNIEHHbIM IpobiieMaM, HallTH MPAaBOBOE PEILLICHUE
TOM WJIM UHOM CUTyaluy, apryMEHTUPOBAHO U JIOTUYHO CTPOUTH IPABOBYIO ITO3ULIUIO
I10 3aILUTE MPAB IPAXKIAH.

8.3. MeToanueckue peKoOMeHAAIUH 10 CAMOCTOSATEILHOM padoTe
00yJarmuxcs

Camu 1o ceOe y4yeOHbIE 3aHATHA, KaK Obl OHM XOPOIIO HU IPOBOJIUIHNCH, HE
MOTYT OOECHEYHMTh BBICOKOTO KadecTBa IOATOTOBKH IOPUCTA, OTBEYAIOLIETO TEM
TpeOOBAaHMSIM,  KOTOpPbIE€  NPENBABISIOT B HACTOSIIEE  BpeMs  COI[MAJbHbBIC
Y DKOHOMHMYECKME pealvd. [JaBHBIM YCJIOBHEM JTOrO SIBJISIETCS  AKTHUBHAs
U Ka4eCTBEHHAsl CaMOCTOsTENIbHAsI JeATENbHOCTh o0yyatonuxcs. MimenHo B mpouecce
CaMOCTOSITENILHOTO U3yU€HUs1 Kypca, BIpabaThIBAIOTCSI HEOOXOIMMbIE HABBIKH PaOOTHI
C HOPMAaTHUBHBIMH MTPABOBBIMU aKTaMH, MOSBISETCS CIOCOOHOCTh MOCIIEI0BATEIBHOIO,
aHAJIMTUYECKOTO MBIIIJICHHUS, YTO CIOCOOCTBYET Hambojiee YCHEIIHOMY H3YyYEHHIO,
OCMBICJICHUIO U 3alIOMHUHAHUIO Y4YyeOHOro Marepuaia, a TaKKe SBISETCS 3aJOrOM
YCIELIHOM TPYIOBOU AEATEIBHOCTH.

Ha  jekumsx W OpakTUYECKUX  3aHATHSAX  OOy4YaloIIMMCS — MOJIydaer
CYILLIECTBEHHBI 00BbEM MPAKTUYECKOTO U TEOPETUUECKOTO MaTepuaia, Hy>KJaloerocs
B 3aKPEIUICHUH, yri1yOJieHun B IIpoILIECCE CaMOCTOSATEIILHOTO U3Y4YCHUS
COOTBETCTBYIOIIMX BOmpocoB. OnHAKO TMpU OPraHu3alud U OCYIIECTBICHUU




DenepanbHOE rOCyIapCTBEHHOE OHOPKETHOE 00Pa30BaTeIbHOE YUPEKIEHHUE BBICIIErO 00pa30BaHus
«CapaToBcKas rocyIapCTBEHHAs OPUIMIECKAs AKATEMUS»
(ActpaxaHckuii Gprran)

CaMOCTOATENbHOM  paboThl  OOydwaroluecs  CTAJIKUBAIOTCS € ONpEIeTICHHBIMU
TPYAHOCTSAMU U mpobremamu. Hekotopbie oOyyaromiiecs: HeJ0CTaTOYHO PPEKTUBHO
paboTaroT Ha JEKIUSAX U MPAKTUYECKUX 3aHATHUAX, CICIACTBHEM YEro SBJSETCS HE
yMeHHEe OBICTPO Mo100paTh HEOOXOAMMBIN HOPMATUBHBIN MPABOBO aAKT.

[Ipy wu3yueHUW MAUCUUIUIMHBI HE BCEM OOYYAlOMIMMCS YIAeTCsl BBIICIUTH
U TIOHATH TJaBHOE, CYIIECTBEHHOE B TEKCTE, CJENaTh CaMOCTOATEIbHBbIC BBIBOPDI,
ONPENETUTh CBOE OTHOIIEHHWE K TpeOOBAaHUSIM HOPM IMpaBa U K MPOYUTAHHOMY.
B LIeJIsIX OoJiee MpaBUIIBHOM OpraHU3allMM CaMOCTOSATEIbHON pPaboThl MO y4eOHOMY
Kypcy oOOydallMMmcsl MpeuiaraeTcsi psl pPEeKOMEHJAlMi, KOTOpble HE00XO0IUMO
BHUMATEJIbHO U3YyYUTh U HCIIOJIb30BaTh C MEPBBIX K€ JHEH 00yUEHHUS.

B nepuon Mexay 3aHATHAMU NPU CaMOCTOATEIBHOW paboTe Haj yueOHBIM
MaTepUajoM IO Kypcy OOyYarolUHCS MOXET IMOJY4YUTh OTBETHl Ha CBOM BOIIPOCHI
0 MIPEIMETY HETOCPEICTBEHHO Yy MPENoJaBaTeieii B AHU UX KOHCYJIbTALUNA WIH
NUCBMEHHO 00paTUTHCA 32 KOHCYJIbTAllMEel K IPEToAaBaTelko.

CamocTosaTenpHass paboTa MO U3YYCHHUIO Kypca Claraercsl u3 JABYX DJIEMEHTOB:
CO3/IaHME YCIOBHUM Al pabOTBHl W camMa MOJTOTOBKA, €€ MpoIecC. K YCIOBUSAM, OT
KOTOPBIX 3aBUCUT KadeCTBO CAMOCTOSITEIIbHON TOJTOTOBKH, CIEAYeT OTHECTH: a)
TOYHOE U MOJHOE 3HAHME 3aJlaHud; 0) obecrieueHre cedst HeOOXOANMMOM JTUTEPATyPOH,
HOPMATHUBHO-TIPABOBBIMUA ~ aKTaMH, METOJAMYECKUMHU TOCOOMAMM;, B) HAJIWYHE
KOHCTIEKTOB JICKIIHH 110 IPEMETY; T') BBIJICIICHUE JOCTATOYHOTO KOJIMYECTBA BPEMEHH;
1) HajuIeKaliee padbodyee MecTo.

[TonyunB 3amanue u pa3oOpaBIIMCh B HEM, OOYYArONIUICS O00s3aH MPUHATH
Mepbl K o0ecriedeHuto cebsi HeoOXOAMMBIMU YYEOHBIMU TMMOCOOUSIMH: JIMTEPATYPOH,
HOPMATUBHO-TIPAaBOBBIMU aKTaMHU M T.J. BaxHo K obecrneueHuto cedsi MmocoOusIMU
OPUCTYIHUTh CBOEBPEMEHHO, T.€. HEMEMJIEHHO TIIOCJE IMOJyYeHUs 3aJlaHusl WIH
OKOHYaHMS ayJUTOPHBIX 3aHATHH. B yKa3aHHOE BpeMs 00yUaIOUIUIICsl MOXKET MOCETUTh
HAy4YHYIO OMOIMOTEKY, YNTATBHBIN 3aJI, TOCMOTPETh CIIPABOYHBIC MTPABOBBIE CHCTEMBI
WJTU DJIEKTPOHHBIE OMOIMOTEYHBIE CUCTEMBI.

8.4. MeToauyeckne peKOMeHIAMHU NMPHU Pean3anuu y4eOHol TMCuUMILINHbI
C IPUMEHEeHNEeM JUCTAHIIMOHHBIX 00Pa30BaTeILHbIX TEXHOJIOT U

Bebunap — WHTEpaKTUBHOE  MEpPOIPHUSTHE, TMPEICTABIAIONIEE  COOOM
B3aMMOJICUCTBUE OOYYAIOMIMXCS U MEAarormueckux paOOTHUKOB Ha PACCTOSHUHU
C MPUMEHEHHEM WH()OPMAIMOHHO TEICKOMMYHHKAIMOHHBIX ceTell (ratdopma asis
NpOBEICHUS OH-JTalH 3aHATHH SberJazz), Bxmouaromiee B ceOs HHTEPAKTHBHYIO
BUJICOTPAHCISALIAIO € IEMOHCTPAIIME MaTepHaloB U OOpaTHYI BHJCO, ayauo
U TEKCTOBYIO CBSI3b.

Buneonekuus — mpesentanus  MicrosoftPowerPoint ¢ Bumeo  u ayauo
COTNPOBOXKJICHHEM, MpeodpazoBaHHass B popmar html (MoXeT coaepxaTh aHUMAIIHUIO,
BUJIEO POJIMKH, AJIEMEHTHI YIIPABJICHUS).
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DJNEKTPOHHBI y4eOHBIH Kypc — OJIIEKTPOHHBINM 00pa3oBaTelbHBIA pecypc

KOMILJIEKCHOI'O ~ HA3HA4Y€HWs, pACIOJIOKEHHBII Ha 00pa30BaTENbHOM IOpTaie
AkanemMuu ¥ 00€CIICUMBAIOIIMKA peaTM3aio y4eOHOTO Mporecca ¢ MPUMEHEHHUEM
ANEKTPOHHOTO  OOYYE€HHUs, TMPOBEICHHE YYCOHBIX 3aHATUN, B3aUMOJICUCTBUE
MeJJarOrMIeCKOT0 pabOTHUKA U 00YJIArOIITIXCS.

8.5. MeTounquKne PEKOMEHIAINA IO MPOXOKIACHUIO UTOI0OBOI'O
TECTUPOBAHHUSA

ConepxaHue TECTOBOIO 3aJaHUs OPUEHTHPOBAHO HA MOJYYEHUE OT
TECTUPYEMOT'0 OJJHO3HAYHOI'O 3aKIIOUYEHHUSI U PACCUMTAHO HA OLIEHKY YPOBHS yUE€OHBIX
JOCTUKEHUM CTYJIEHTOB I10 KOHKpPETHOM oOsiact 3HaHuil. TecToBble 3ajaHud
bopMyIHUpYIOTCS B BUJE CBEPHYTHIX KpPaTKUX CYKJIeHHI. BriOupas oTBEeT Ha BOIPOC
TecTa, MPEeXKe BCEro, HE0OX0IMMO BHUMATEIBHO MPOYUTATH YCIIOBUS BOIIPOCA TECTa,
BJIyMBIBasICh B ero cmbicia. CreayeTr BbIOMpaTh HamboJee TOYHBIA M JIOCTOBEPHBIN
oTBeT W3 Bcex. Ecnm, mo MHEHHIO 00y4aromerocsi, HECKOJbKO OTBETOB SBJISIOTCS
MpaBUJIBLHBIMH, TO HY>KHO BBIOpaTh TOT, KOTOPBIA MaKCUMAaJIbHO OXBaThIBAET OTBET Ha
MOCTaBJICHHbIA Bompoc. OOHAKO HYKHO YYecTb, UYTO HMHOTJA pEUICHHUE TeCTa
MpeanojaraerT BbIOOP HECKOJBKUX BapHAHTOB M3 TMPEJCTABICHHBIX. IJTO YETKO
omnpeneseTcss B Bonpoce Tecta. [Ipu pemeHnn TecToBOro 3afaHus CIEAyeT CHadaja
npopeniath HanboJyiee MPOCThIe BAPUAHTHI, 3aT€M MEepeUTH K Hanbosee cloxHbIM. [Ipu
TECTUPOBAaHMU Ha OyMa)XHOM HOCHUTENE, CleqyeT H30eratb MmoMapok (JI0mycKaercs
AKKypaTHO€  HCOPAaBICHUE HEBEPHOTO OTBETA MYTEM €ro  3a4yepKUBaHUS
Y TIPOCTABJICHUS PSJIOM MPABUJIBHOTO BapUAHTA).

8.6. MeToauyecKkue peKOMEeH/IAIUM 10 BLINMOJHEHUIO MPAKTHYECKHUX 33724

HeoOxoaumo BHUMATENbHO H3YYUTh YCIOBUE 3a/layd, BBIIUCATh HCXOJHBIE
JAHHBIE M BOIIPOCHI, MoOJJIexamue peueHuto. llocne storo ciemyer omnpenemutsb
KaKMM HOPMaTHBHBIM aKTOM (aKTaMH) perjlaMEeHTHUPYIOTCSI OTHOIICHHUS, OIIChIBAEMbIE
B3agaue. Eciu  OTHOIIEHHUS, 10 MHEHHIO  OOYyYalomlerocsi,  peryiupyroTcs
HECKOJIBKUMHY HOPMAaTUBHBIMH aKTAMH OAHOBPEMEHHO, CIEAYET ONPENEINTh, KAKOU U3
HUX HMeeT OOJblIyl0 IOPUAWYECKYI0 CHIIy, SBIISETCS OCHOBHBIM, Kakoif
JOTIOJIHUTENIBHBIM, MOA3AKOHHBIM, IEUCTBUTEIBHO JIM PACCMATPUBAEMBIE OTHOIIECHUS
YpEeryJIupoBaHbl pa3HbIMU HOPpMAaTUBHBIMU akTaMu. [locie Toro, kak OyJeT ornpeneneH
HEOOXOJAMMBIA MCTOYHHMK MPABOBOIO PETYJIMPOBAHUS, HY’)KHO BHUMATEIbHO U3YYHUTh
€ro COJACP’KAHUE, COIOCTABIIAS €r0 C CUTyallMel, W3JI0KEHHOM B 3amade. [lommumo
ATOr0, HEOOXOAMMO TAK)KE M3YyUUTh MOA3aKOHHBIE HOPMATUBHBIE aKThl, OTHOCSIIHUECS
K JAaHHOMY  TOJIO)KEHHMIO, B OCOOEHHOCTHM BEJOMCTBEHHBIE aKTbl, a TaKke
MH(OPMAIMOHHBIE THChbMa U Pa3bACHEHUS. C y4€TOM TIOJIyYeHHOW HUHdOpMauu
OCYULIECTBIISIETCSl IOpUMYECKas KBalM(UKAIUS CUTyalMd, OMNHCAHHOW B 3ajaye.
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Pemenne npaktuyecko 3amaud JOKHO HMMETh MaKCUMaJbHOE OOOCHOBAaHUE CO
CChUIKAMHM HA HOPMAaTHBHBIE MPABOBBIE aKThl, UCIOJb30BAHHBIE OOYYaAIOIIUMCS IPH
IOpUANYECKON KBanudukamuu cuTyanuu. PekoMeHayercs NpaBUIBHO OQOPMIIATH
CHOCKH Ha HOPMATHUBHBIE aKThI U NHBIE ITPABOBBIE TOKYMEHTBI.

8.7. MeToauyeckue peKOMeHIaAMH 10 NMOAr0OTOBKeE K caue 3a4eTa

3ader sBiseTcs (GOPMON MPOMEKYTOUHOM AaTTECTAIlMHM, KOHTPOJS 3HAHUU
¥ YMEHUH, TOJYyYEHHBIX B IPOLIECCE H3YYCHHS AUCLUUIUIMHBI JOKYMEHTAI[HOHHOE
o0OecrieyeHre YIpaBJICHUA. B IEPUOJA TOJITOTOBKM K 3a4eTy oOOydaromuecss BHOBD
oOpamaroTcss K IpoiaeHHOMY ydyeOHOMy Marepuany. [Ipm 3ToM OHHM HE TOJNBKO
CKPETUISAIOT TOJyYeHHBIC 3HAHMS, HO U MOydatoT HOBEIE. [loaroToBka obydaromerocs
K 3a4€Ty BKJIIOYAET B ceOsl TPH 3Tala: caMoCTOsITeNIbHAs padoTa B TEUEHUE CEMECTPa;
HENOCPEICTBEHHAsl MOJArOTOBKA B JIHU, MPEALIECTBYIOIIME 3aueTy IO TEMaM Kypca;
HOJIFOTOBKA K OTBETY Ha BOIIPOCHI, COAepKaIUecs B OMIeTax.

JlutepaTypa [UIsi TOATOTOBKM K 3a4€Ty yKa3zaHa B pabouedl mporpamme
TUCHMIUIMHBL MO0 peKkoMeHayercst mnpenoaasareneM. OCHOBHBIM HCTOYHHKOM
HOJIFOTOBKU K 3aU€Ty SIBJISICTCS KOHCIIEKT JIEKUUH, Ie y4eOHBbIH MaTepuan JaceTcs
B CUCTEMATH3UPOBAHHOM BHJI€, OCHOBHBIC TOJOXEHHUS €ro JeTaIu3upyroTCs,
MOJIKPEIUISIFOTCS. COBPEMEHHBIMU (pakTaMu 1 MHPOpMAIUEH, KOTOPbIE B CUITy HOBU3HBI
HE BOIIUIM B OMyOJIMKOBaHHBIE TIEUaTHBIE NCTOYHUKU. B XOJI€ MOATOTOBKH K IK3aMEHY
oOydarommcsi HeoOXoaumo oOpamiaTb BHUMAaHHE€ HE TOJIBKO Ha YpPOBEHb
3alIOMUHAHMs], HO M HA CTETICHb MOHUMAaHHMSI U3JIaraeMbIX MPOOJIeM.

3aueT MPOBOAUTCS YCTHO IO OWJieTaM, OXBATHIBAIOIIMM BECh MPOIICHHBIH
MaTepuaj. 0 OKOHYaHWM OTBETa OK3aMEHATOp MOXKET 3a7aTh OOydaromeMycs
JIOTIOJIHUTEIbHBIE M YTOUHSIOIIKME Bompochl. llojokuTenbHbIM — Takke Oyner
CTpeMJieHHe  OOydarollerocs  M3J0XKUTh  pa3jdUMyHble  TOYKM  3pEHUs  Ha
paccMaTpuBaeMyro MpoOjieMy, BBIPa3UThb CBOE OTHOILIEHHE K HEH, NPUMEHUTh
TEOPETUYECKHE 3HAHMUSL.

PesynbraT oTBeTa OOBSBISETCA OOYYAIOMIEMYCS HEMOCPEICTBEHHO IOCJE €ro
clayu.

8.8. MeTtoauyeckne peKOMeHIaMU 10 00y4YeHUI0 HHBAJIU/I0B U JIMI
C OrpaHUYEHHBIMH BO3MOKHOCTSIMH 3I0POBbSI

OcBoeHME NUCHUIUIMHBI OOYYalOIIMMUCS C OTPAHUYEHHBIMH BO3MOKHOCTSIMU
3JIOPOBBSI MOKET OBITh OPraHU30BAHO KaK COBMECTHO C APYTMMHU OOYYAIOIIMMHUCS, TaK
U B OTACNBHBIX rpymnmnax. [IpeanmonararoTcsi CrielUanbHBIE YCIOBUS M TIOTYyYCHUS
o0pa3oBaHus 00YYaIOIIUMHUCS C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 37]0POBBS.

[legarorunueckue paboTHHKH, OTHOCALINECS K IIpodeccopcKo-
IpEenoaBaTeIbCKOMY ~ COCTaBy, 3HAKOMATCS  C IICUXOJOT0-(HU3UOIOTHYECKUMHU
0COOEHHOCTSIMH 00YyYarOIIMUXCsI MHBAJUIOB U JIUI C OTPAHUYEHHBIMH BO3MOXHOCTSIMU
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3I0pPOBbs, HMHAMBUAYAJIbHBIMU TpPOrpaMMaMu peadWIUTalMd HHBAIUIOB (TIpH
HanmuuuM). [lpy HEOOXOAMMOCTH OCYIIECTBISICTCS JOMOJHUTEIbHAS MOAIEPKKA
OpernojaBaHusl  THIOTOPaMH,  IICUXOJIOTAMHM,  COLIMAIbHBIMU  PaOOTHHKAMH,
MPOLIEAIIMMH MOArOTOBKY aCCUCTEHTAMU.

B kypce mpenmnonaraetcs UCIOIb30BaTh COLMATBHO-aKTUBHBIE U pe(ICKCUBHBIC
METOJIbI 00YUYEeHHSI, TEXHOJIOTHH COIIMOKYJIBTYPHON peaOMIMTALUU C [ENbI0 OKa3aHUs
NOMOILM B YCTAHOBJICHUM TOJHOLIEHHBIX MEXJIMYHOCTHBIX OTHOILIEHUWW C IPYTrUMU
0Oy4JaronIMMHucH, CO3JIaHUU KOM(OpTHOTO MICUXOJIOTUYECKOTO KJIMMaTa
B cTyneHueckoi rpymmne. [Tonbop u pazpaboTka yuyeOHBIX MaTepUajoB MPOU3BOASTCS
C YUETOM TMpEAOCTaBICHHUs Marepuaja B pa3iMyHbIX (opmax:  ayaualibHOM,
BHU3YaJIbHOM, C MCHOJIb30BAHUEM CHeUaIbHBIX TEXHUYECKUX CPEJIICTB
¥ UTH(POPMALIMOHHBIX CUCTEM.

Menuamarepuanbsl TakXe CIEQyeT HCIOJIb30BaTh M aJallTHPOBATh C YYETOM
WHIUBUAYAJIBHBIX 0COOCHHOCTEHM 00yueHus auil ¢ OB3.

OcBoenune mucuumvHel gunamMu ¢ OB3 ocymecTBIsIETCS C UCIOIb30BAHUEM
cpeAcTB  00yueHHs OOIIEr0 U CHEHUATbHOIO  Ha3HaueHWs  (NEepPCOHAIBHOTO
Y KOJUIEKTUBHOTO  HCIOJb30BaHMS).  MaTepualbHO-TEXHHMYECKOEe  oOecrieyeHue
peaycMaTpuBaeT NPUCIOCOOIEHHE ayAUTOPUI K Hyx1am il ¢ OB3.

B ocBoeHMM AMCHUIUIMHBI HMHBAJIMAAMH W JHUIAMU € OTPAaHUYEHHBIMU
BO3MOYKHOCTSIMHU 3/10pOBBSI OOJIBILIOE 3HAYEHHE MMEET MHAMBHUIyallbHas padota. [lox
WHIUBUIyaIbHOW  paboToil  moapasymeBaercs JBe (OpPMBI  B3aUMOJCUCTBUS
C mpernojaBaTeieM: UWHAMBUIyalbHas ydyeOHass pabota (KOHCyJIbTallMu), T.€.
JIOTIOJIHUTENBHOE pPa3bsICHEHHE Y4eOHOro marepuana MU yriyOJIeHHOe U3yueHue
MaTepuaga CTeMHU  OOyYaroIIMMHCS,  KOTOpblE  BOITOM  3aMHTEPECOBAHBI,
U UHAUBUyallbHAs BOCMHTATENbHAs pabota. WHauBHIyanbHBIE KOHCYJIbTAIIUU
0 MIPEIMETY SIBJISIOTCSA Ba)KHBIM (DaKTOPOM, CIOCOOCTBYIOIIUM HHIAMBUAYaTU3ALUH
OOy4eHHs] ¥ YCTAaHOBJICHWIO BOCHHUTATEIILHOIO KOHTAKTa MEXAYy MpernoaaBaTeieM
¥ 00YyYarOIIMMCSl UHBAJIUAOM WM OOyYarOMIMMCSl C OTPAHUYEHHBIMUA BO3MOXKHOCTSIMU
3JI0POBBS.

dopma IPOBEICHUS aTTecTallu TUTSE o0y4Jaronxcsi-MHBAJINI0B
YCTaHaBJIMBAETCA C YYETOM HMHIMBHUIYAIbHBIX NCUXO(PHU3NYECKUX 0coOeHHOCTeH. s
oOyuaromuxcst ¢ OB3 mnpenycmarpuBaeTcs JOCTyNHas ¢opMa MpeJoCTaBICHUS
3aJlaHul OIIEHOYHBIX CPEACTB, & UMEHHO:

. B TICYATHOW WJIM DJICKTPOHHOUN popme (115 TUI] C HApYIICHUSIMU OMTOPHO-
JIBUTATEJIbHOTO ammapara);

. B Me4YaTHON (hopMe WM AIEKTPOHHON (hopMe ¢ yBEIMYECHHBIM HMIPUGTOM
¥ KOHTPACTHOCTBIO (JIJIs1 JIUIT C HAPYIIEHUSMH CITyXa, PeUd, 3pEeHUs);

. METO/IOM YTEHHSI aCCUCTEHTOM 3a/JIaHMs BCIYX (IJIS1 JIUII C HAPYIICHUSIMHU
3peHHUs).

OOyyaromuMcesi ¢ MHBAIUJHOCTBIO YBEJIMYMUBAECTCS BpEMs Ha MOATOTOBKY
OTBETOB Ha KOHTPOJbHBIE BOMPOCHL. s Takux 0O0ydyaroluxcsi MpeaycMaTpuBaeTcs
JOCTyNnHas popma NpeaoCTaBICHNUs OTBETOB Ha 3aJjaHUsl, @ UMEHHO:
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o IINCBMECHHO Ha 6yMare niim Ha60pOM OTBCTOB HAa KOMIIBIOTCPC (I[J'ISI JIA1,
C HApYLICHUSIMU CITyXa, peUn);

. BLI60p0M OTBCTAa M3 BO3MOXHBIX BAPpHAHTOB C HCIIOJIB30BAHUCM YCIIYyI
ACCUCTEHTA (7151 JIWIT C HApYIICHUSIMH OMTIOPHO-IABUTATEIIBHOTO aIlliapaTa);

[ YCTHO (I[JI?I Juy C HApYWICHUAMU 3PCHHA, OIIOPHO-ABUTATCIBHOI'O
amnrmapara).

[Ipu HeoOxoauMMOCTH 178 OOYYAIOUIUMXCSA C MHBAJIMIHOCTBIO MPOLEAypa
OLICHMBAHUS PE3YJIbTATOB 00YUYEHUSI MOXKET IMPOBOJIUTHCS B HECKOJIBKO 3TAIOB.

[IpoBenenue mpoueaypbl OIIEHUBAHUS PE3yJIbTaTOB 00yUEHUS UHBAIUIOB U JIMII
C OTPAaHUYEHHBIMH BO3MOXHOCTSIMH  3JI0POBbSl  JOIMYCKA€TCS  C UCIOJIb30BAaHUEM
JMCTAaHIITMOHHBIX 00pPa30BaTEIbHBIX TEXHOJIOTUH.

8.9 Meroauueckne peKoMeHAANUN 00yUAIOIIUMCS 110 MOATO0TOBKE
K TEOpPeTHYEeCKOMY OIPOCY

TeopeTndecknii  OMpPOC  MO3BOJIAET  ONPENEIUTh  3HAHHUSA M KPyros3op
00py4YaroIerocs, yMEHUE JIOTHUECKHA NOCTPOUTHh OTBET, BIAJECHHE MOHOJOTMYECKOU
pEeUbl0 U MHbIE KOMMYHUKATHBHBIE HAaBBIKM. TEOPETUYECKHUH ONPOC MPOBOAUTCS
10 TeMaM JUCIUIUIMHBI B paMKaX CEMUHAPCKOTO 3aHATUS U MPEANOJaraeT YCTHBIN
OTBET CTYJEHTa Ha OJMH OCHOBHOW M HECKOJIbKO JIOMOJIHUTEIBHBIX BOIIPOCOB
npenoaasarens. OTBET CTylneHTa JODKEH MPEACTABIATh COO0OW  pa3BEPHYTOE,
CBSI3aHHOE, JIOTUYECKU BBICTPOEHHOE COOOIIIEHUE.

[ToAroToBKa K TEOPETUUECKOMY OMPOCY MPOBOJUTCS B XOJI€ CAMOCTOSITENHHOM padOThI

OOy4JaroIMXcs W BKIIIOYAET B c€0s1 MOBTOPEHUE MPOMIEHHOTO MaTepuasa 1o BoIpocam
MPEACTOSAIIETO OMpoca. B XOJ€ TMOATOTOBKMA OOYyYalolmuics W3y4yaeT JICKIUH,
OCHOBHYIO U JIOMIOJIHUTEJIBHYIO JIUTEPATypy, MyOJUKaIlMU, aKTyaJbHYI0 HH(OPMAIIUIO
u3 cetu MHTepHeT. Tembl 1 BOMIPOCH K CEMHUHAPCKUM 3aHSTHSIM, a TAKKE BOTPOCHI JIJIs
CaMOKOHTPOJISI TIPHUBEACHBI B pabouell mporpamMMme AUCITUIUTMHBI W JOBOJATCS 10
oOyuaromuxcsi 3apaHee. O(PGEKTUBHOCTh MOJATOTOBKH OOYYaIOIIUXCS K YCTHOMY
OMPOCY 3aBUCHUT OT KadyecTBa O3HAKOMJICHHUS C PEKOMEHJIOBAaHHOM JHMTEpaTypoH.
B CpeJlHEM, TOJTOTOBKA K YCTHOMY OIPOCY IO OJTHOMY CEMHHApPCKOMY 3aHSATHIO
3aHUMaeT OT 2 70 4 YacoB B 3aBUCHMOCTH OT CJIOKHOCTH TE€MbI U OCOOCHHOCTEH
OpraHu3alyy 00y4aroImuMcs CBOM paboOThI.

9. ®oH/1 OLIEHOYHBIX CPEIACTB

9.1 Bonpocsl 17151 NPOBe/IeHHUsI 3a4eTa

1.Ilenu, 3ama4m ¥ MPUHIIUATIB JOKYMEHTAIIMOHHOTO 00€CTIeUeHUs yIPABJICHHUS.

2.HopMmbl odopmiieHHsI JOKYMEHTOB: pa3Mepbl OyMaru, pasmepbl TMoJiei
CITY>K€OHBIX JIOKYMEHTOB U HyMepallusi CTPaHMUII.
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3.HopMmbl oopmiieHuss JOKYMEHTOB: CIOCOObI HAaNMCaHUs JaT B JOKYMEHTAax;
COKpAaIEHUE CIJIOB U CJIOBOCOYETAHUM B TEKCTE.

4.IlpaBuna odopmileHHsI TOKYMEHTOB: Ha3BaHHE JTOKYMEHTOB OPraHOB BJIACTH;
HanMCcaHue yucell, GU3NYECKUX BETUYMH U MaTEMaTHUECKUX (GOpMYIL.

5.IIpaBuna opopMiIeHHUS TOKYMEHTOB: TaOJUIIbI, BBIBOJBI, 3HAKU MpPEMUHAHUS
Y CUMBOJIBI.

6./10KyMEHTUPOBAHHE YIIPABICHUYECKOU IEATEIbHOCTH.

7.PEKBU3UTHI TOKYMEHTOB YIIPABICHYECKOMN ACSITEIBHOCTH.

8.Ilonarne u knaccudukanys  OPraHU3aLMOHHO —  PacHOPSAUTEIbHON
JOKYMEHTALUH.

9.CoctaB M CXE€MBl  paCIOJOXKEHUS  PEKBU3UTOB  OPraHU3alMOHHO  —
pPacnopsIIUTEILHON TOKYMEHTALUN.

10.PexBU3UTBI OpraHNU3alMOHHO — PACIOPAIUTEIbHBIX JOKYMEHTOB.

11.by1aHKM TOKYMEHTOB OPraHU3alMOHHO — PACIOPAIUTEIBHON TOKYMEHTALNH.

12.Hopmbl ¥ TpeOOBaHUSI K Pa3MELIEHUIO PEKBU3UTOB OPraHU3AllMOHHO —
pacnopsAIuTEIbHON TOKYMEHTALUU.

13.0Oprann3anioHHO — MPABOBBIE JOKYMEHTHI.

14.PacniopsinuTenbHble TOKYMEHTHI.

15.NupopmanimoHHO-CIIpaBOYHBIE JOKYMEHTHI U UX O(DOpMIIEHHE.

16./1oroBop 0 NOJHOM MHAWBUAYAJIBHOW MATEPUAIBHON OTBETCTBEHHOCTH.

17.JoroBop noctaBku. [IpoTOKOJIBI pa3HOIIaCUil K JOTOBOPaM MOCTaBKH.

18.0dunmansHas q0BEpeHHOCTh. Ee peKBU3UTHI.

19.JInunas noBepenHoctu. Ee peKBU3UTHI.

20.Kommepueckuii akt. Ero peKBU3UTHI.

21.IlpeTeH3UOHHBIE NTHCHMA.

22.HckoBoe 3asiBiieHHe. Ero peKBU3UTHI.

23.0Opranu3anus 10KyMeHT0000poTa.

24.®opmMbl OpraHu3aluy padoThI C TOKYMEHTaAMHU.

25.Pabota ¢ koHpUAEHIIMATbHBIMH JOKYMEHTAMHU.

26.TpeboBaHMs K perucTpauuu J0KYMEHTOB.

27.KOHTpOJIb UCTIOMHEHUS TOKYMEHTOB.

28.HoMenkJiarypa Jies1 opraHv3alni.

29.0kcnepTu3a IEHHOCTH JOKYMEHTOB.

30.XpaHeHue JOKYMEHTOB.

10. IlepeyeHb OCHOBHOM W JOMOJHUTEIbHOMN JINTEPATYPHI

10.1. OcHoBHas auTEpPaATypa

1. ITmenxo A.B., Jloponuna JI.A. JlokyMeHTallUOHHOE OOECIeUeHUE
ynpasnenus. OUL[ «Axkanemusn».2020.



DenepanbHOE rOCyIapCTBEHHOE OHOPKETHOE 00Pa30BaTeIbHOE YUPEKIEHHUE BBICIIErO 00pa30BaHus
«CapaToBcKas rocyIapCTBEHHAs OPUIMIECKAs AKATEMUS»
(ActpaxaHckuii Gprran)

®

=
=)
1=l

2. Ilmenko A.B., J[loponumna JILLA. JlokyMeHTallmoHHOE oOOecIeYeHne
ynpasinenus. [Ipaktukym. OUL«Akagemus» 2021 r.

3. JlokymeHTannoHHOe obOecrieueHue ympapieHus : ydeOonuk / T.A. BbbikoBa,
E.A. Ckpunko,lO.M. Kykapuna, A.}O. KonskoBa, C.A. I'noroBa. — Mocksa :KnoPyc,
2019 — 266 c¢. — Jus CITO. —ISBN 978-5-406-05649-3.

4. JlokyMeHTallMOHHOE 00ecIiedeHne yIpaBlieHUs (C OCHOBaMHU apXHWBOBEJCHHUS)
: yae6Hoe nmocodue /M.U. bacakoB. — Mocksa :KuoPyc, 2019 — 216 ¢. — s CIIO
u HI1O. — ISBN 978-5-406-06067-4.

5. lokyMeHTaImoHHOe o0ecrieueHue ynpapieHus : yueonuk / B.B. Bapmyna. —
Mocksa : FOctnims,2018 — 271 ¢. — CIIO. — ISBN 978-5-4365-1585-4.

6. I'ypeeBa, M. A. IlpaBoBoe obecrnieueHre MPoecCHOHATBEHON ACATEILHOCTH :
y4eOHUK IS MCIOJBL30BaHMS B y4eOHOM Mporiecce 00pa3oBaTEIbHBIX YUPEKICHUH,
peanusyromnux nporpammbl CITIO / M. A. I'ypeeBa. — Mocksa :KaoPyc, 2021 — 218
c (PT'b)

7. Jemompou3BOACTBO (JOKYMEHTAIITMOHHOE OOECIEUECHUE YIPaBJICHUS):
Y4EOHUK JJIsl CTYJIEHTOB CPEIHETronpodecCHOHaIbHOTO0 00pa3oBaHMs, 00yJarONIUXCs
10 HANPABIICHUAM TEXHUYECKOro W rymanutapuoromnpoduis / M. W. bacakos, O. N.
3ambInkoBa. — Poctos-Ha-/lony : ®enukc, 2020 — 375 c. (PI'b)

8. ITmenko, A. B. JlokyMeHTallMOHHOE OOECIIEYeHUE yIpaBiICHU: MPAKTUKYM /
A. B. ITmienko, JI. A.Jloponuna. — Mocksa : Akanemusi, 2021 — 157 c. (PT'B)

9. Termienxo, A. U. IIpaBoBoe obecrnieueHue npodeccuoHanIbHON ASSITENBHOCTH :
yaebHoe nocodue / A. N.Treimenko. — Mocksa : PUOP : UTHOPA-M, 2020 — 202 c.
(PT'B)

10.2. nonoJiHMTEIbHASA JJUTEPATypa

1. Pymeinuna JILA. [loxymeHTanmonHoe oOecnieyeHue ynpasieHus. OUWIL]
«Axkagemus». 2019

2.  beixkoBa, T.A. JlokyMeHTauMOHHOE€  OO€ClEYEHUE  YNPABICHUS
(menompou3BosicTBO): YueOHoe mocodue /T.A. beikoa, T.B. Ky3nenosa, JI.B.
Cankwuna. - M.: HULl TH®PA-M, 2021 - 304 c.

VY4yeOHO-MeToAMUECKHE, TIEPUOANYECKUE U3JaHUs:

1.25eKTpOHHBIKYpHAI «COBpPEMEHHBIETEXHOJOTUUAEIOTPOU3BOACTBA
U ToKyMeHTooOopoTay. https://www.sekretariat.ru/emagazinestdd

10.3. O¢uunanbHbie, CHPABOYHO-OMOIMOrPadrIecKre U MePUOAUYECKHUE
U3IaHUS

1. Tazera Poccuiickas ['azera. 2021 rox . VYupemutens IIpaBuTenbcTBO
Poccuiickoit @enepanuu. Tupax 3217566 sk3. — https://rg.ru/

2. XKypnan «CoOpanue 3akoHoaarenbctBa», 2021 rox. I'ocymapctBeHHOE
yupexaeHue — uzaarensctBo «lOpuaudeckas auTeparypa»  AJIMUHUCTpALUU



https://www.sekretariat.ru/emagazinestdd
https://rg.ru/

DenepanbHOE rOCyIapCTBEHHOE OHOPKETHOE 00Pa30BaTeIbHOE YUPEKIEHHUE BBICIIErO 00pa30BaHus
«CapaToBcKas rocyIapCTBEHHAs OPUIMIECKAs AKATEMUS»
(ActpaxaHckuii Gprran)

IIpesunenta Poccuiickoit ®epepanun, THpax 3648 o9k3., T. MockBa -
www.szrf.ru/szrf/index.php?md=0

3. Kypuan IlpaBoBas kyunbTypa, 2020 roxm WM3parenbctBO IloBOJKCKHIA
opuandeckuid UHCTUTYT (dunman) Poccuiickas mpaBoBas akaaemuss MUHHCTEpCTBa
IOCTHIIHA Poccutiickoii deneparun T. CapatoB - http://legal-
culture.sarrpa.ru/index.php/ru/arkhiv

10.4. HopMaTUBHO-IPABOBbIE AKThI U HHbIE IIPABOBbIE JOKYMEHTbI

1. Koncturyuusi  Poccuiickoir ~ dDenepanuu: MOpUHATA  BCEHAPOIAHBIM
rojiocoBanuem 12 nexadbps 1993 roga. M., 2014.
2. denepabHbII KOHCTUTYIIMOHHBIN 3aKOH OT 21 uronst 1994 r. Ne 1-OK3

«O Koncturymmmonnom Cyne Poccuiickoit @eneparumny // C3 PO. 1994. Ne 13. Cr.
1447.

3. ®denepanbHblii KOHCTUTYLUMOHHBIA 3akoH oT 17 pgexabps 1997 r.
No 2-®OK3 «O IlpaBurensctBe Poccuiickoit denepamumny // C3 PD. 1997. Ne 51. Cr.
5712.

4, ®enepanbHblii 3aK0H OT 15 mrosst 1995 r. Ne 101-D3 «O MexayHapOaHBIX
noroBopax Poccuiickoit @exneparun» // C3 PD. 1995. Ne 29. Cr. 2757.

5. Oenepanbubii 3akoH OT 14 wmroHs 1994 1. Ne 5-®3 «O mnopsiake
OIMyOJIMKOBAHUSI W BCTYIUICHUSI B CHIy (enepanbHbIX KOHCTUTYIITMOHHBIX 3aKOHOB,
dbenepalbHBIX 3aKOHOB U aKTOB nayat (penepanpHoro coopanus» // C3 PD. 1994. Ne 8.
Cr. 801. CIIC «I"apanT-Makcumym».

6. ®enepanbHbiil 3ak0H 0T 4 Mapta 1998 1. Ne 33-D3 «O nopsiake NpUHITUSA
U BCTyIuieHHs B cwity nonpaBok kK Koncrurymnuu Poccuiickoit @enepanuny» // C3 PO.
1998. Ne 10. Crt. 1146. CIIC «I"apanT-Makcumym».

1. I'paxxnanckuii komekc Poccuiickoit ®enepauuu (4acTh mepBasi) OT
30.11.1994 1. Ne 51-®3 // C3 PD. 1994. Ne 32. Ct. 3301; I'paxkmaHckuil KOJIEKC
Poccuiickoit @eaepaunn (yacts BTopas) ot 26.01.1996 r. Ne 14-®D3 // C3 PD. 1996. Ne
5. Cr. 410; CIIC «I"apanT-Makcumym».

8. I'paxnanckuii kopekc Poccuiickoit ®enepauuu (4acTb TpeThsi) OT
26.11.2001 1. Ne 146-®3 // C3 P®. 2001. Ne 49. Cr. 4552; CIIC «I"apanT-
Makcumymy.

Q. ['paxxnanckuii komekc Poccuiickoit @enepanuu (4acTh 4eTBEpTasi) OT
18.12.2006 1. Ne 230-®3 VYrosoBHbIl kojekc Poccuiickoit @enepanuu ot 13.06.1996
r. Ne 63-®3 // C3 P®. 1996. Ne 25. Ct. 2954; CIIC «I"apanT-Makcumym».

10. Konexke Poccuiickoit depneparuu 00 aJIMUHUCTPATUBHBIX
npaBoHapymeHusx ot 30.12.2001 r. Ne 195-®3 // CIIC «I"apanT-Makcumym».

11. Tpynosoii konekc Poccuiickoit @eneparmu ot 30.12.2001 r. Ne 197-D3 //
C3 P®. 2002. Ne 1 (u. 1). Cr. 3; CIIC «I"apanT-Makcumym.
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12.  VronoBHo-mpoleccyalbHbIM  KoAekc Poccuiickoit  ®exepanuu  OT
18.12.2001 r. Ne 174-®3 // C3 P®. 2001. Ne 52 (u. I). Ct. 4921; CIIC «I"apanT-
Makcumym».

13. T'paxxmanckuii mporeccyaibHbli kojekc Poccuiickoit denepauuu 0T
14.11.2002 1. Ne 138-®3 // C3 P®d. 2002. No 46. Ct. 4532; CIIC «I"apant-
Makcumym».

14, Vxka3 Ilpesunenra P® or 9 mapra 2004 r. Ne 314 «O cucreme
U CTPYKTYpe (eliepalibHbIX OpPraHOB UCIIONHUTENbHOM Bractuy // C3 P®. 2004. Ne 11.
Cr. 945; CIIC «I'apanT-Makcumym».

15.  Vka3 Ilpesunenta PO ot 20 mas 2004 r. Ne 649 «Bompochkl CTpyKTYphI
opraHoB ucnoigHuTenbHou Biactuy» // C3 P®. 2004. Ne 21. Cr. 2023. CIIC «I"apanT-
Maxkcumym».

16. Vka3 Ilpesugenta PD ot 5 ampens 1994 r. Ne 662 «O mnopsnke
OITyOJIMKOBAHUS U BCTYIUICHUS B cliTy denepanbHbix 3akoHOBY // CAIIIT PD. 1994. Ne
15, ct. 1173; CIIC «I'apanT-Makcumym».

17. Vka3 Ilpesupenta P® or 23 mas 1996 r. Ne 763 «O mnopsanake
OIyOJIMKOBaHUsI M BCTyIUIeHUs B cuily akToB llpesmpenta Poccuiickoit ®deneparum,
[IpaButenscTtBa Poccuiickorn @Penepanmy W HOPMATHUBHBIX — IIPABOBBIX — aKTOB
dbenepanbHbIX OpPraHoB UCNOMHUTENbHOU Biactuy» // C3 PD. 1996. Ne 22. Ct. 2663;
CIIC «I'apanT-Makcumym».

10.5. YueGHo-MeTOqMYECKOE o0ecrieuenune ISt OpraHu3auuu
CaMOCTOAATE/IbHON Pa00ThI 00y4arOLIUXCS

Y4yeOHO-MeTOIMYECKHE  MaTepuanbl Uil CaMOCTOSITENIbBHOM — paOoThl
oOydJaroImuxcs W3 4YWCiIa WHBAIMIOB U JUI] C OTPAaHWYEHHBIMU BO3MOXKHOCTSIMH
3I0POBBSl TPEIOCTABISIIOTCS B JopMax, amanTUPOBAHHBIX K OTPAHMYCHUSM HX
3I0POBBS M BOCTIPUATHSI HHPOPMAITAHN

JUJist U1l ¢ HApYIIIEHUSIMU 3PEHUS:

— B (hopMe DIIEKTPOHHOTO TOKYMEHTA;

JIist U1l ¢ HApYIIIEHUSIMU CITyXa:

— B IeyaTHo (opme,

— B (hopMe DIEKTPOHHOTO IOKYMEHTA.

JIJist vt ¢ HApYIIIEHUSIMUA OTIOPHO-/IBUTATEILHOTO amnmapara:

— B IeyaTtHou opme,

— B (hopMe JIEKTPOHHOTO TOKYMEHTA.

JlaHHBI TIEpEUYeHb MOXXET OBITh KOHKPETHU3MPOBAH B 3aBUCUMOCTH  OT
KOHTHHT€HTa 00y4aroluxcs.
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10.6. Pecypcbi HH(POPMAIIMOHHO-TEJIEKOMMYHUKAUOHHOM CeTH
«HHTEepHET»

1. bubmmorpadus KypHaia «T"ocymapcTBo Y TIPABO» -
http://www.igpran.ru/journal/biblio/index.php;

2. XKypnan «Tpymer UWncturyta rocymapctBa umpaBa PAH» -
http://www.igpran.ru/Trudi_IGP_RAN/,

3. Hoctym u3 cetn MOCKOBCKOTO TOCYJapCTBEHHOTO YHHMBepcuteTra M. M.B.
JlomoHOCOBa K DJIEKTPOHHBIM  TEKCTaM  HAy4YHBIX  JKYpHaJOB M KHHI -
http://www.msu.ru/resources/electron.html;

4, [udposas oubnuoTexa no guinocoduu: ITpaBo -
http://filosof.historic.ru/enc/item/f00/s09/a000902.shtml;

5. bubnmuotexka «I'ymep» (TEKCThI TYMaHUTApHBIX HAyK HA PYCCKOM SI3BIKE):

[IpaBoBeneHue. IOpucnpynennus -
http://www.gumer.info/bibliotek Buks/Pravo/ Index Pravo.php;
6. OOpasoBatenbHble  pecypcbl  VHTepHera: IOpucnpynenums -

http://www.alleng.ru/edu/jurispr3.ht;

7. Komnexkuust cnoapeit Ha BceCnoBa.py: Opuaudeckuili croBapb
http://www.vseslova.ru/index.php?dictionary=law;

8. Dmnektponnast topunudeckas Oubmmoreka «tOpuct/lud»: Monorpadun
http://www.juristlib.ru/section 65.html;

9. VuuBepcanpHblii  yueOHumk:  Teopus  rocygapcTBa U Mpasa
http://kursach.com/biblio/index_02001.htm;

10. DnexTpoHHO-OMOMMOTEYHAss cuctema: Temarmka — IIpaBo. FOpumnueckue
HaykH - http://znanium.com/catalog.php?item=tbk&amp;code=75&amp;page=2

11. MadpopmannoHHOe ¥ MPpOrpaMMHoOe o0ecrevYeHue

11.1. IIporpammHoe o0ecnieueHne

JUis  yCHemHOro OCBOEHUS JAMCHUIUIMHBI  OOy4YalolIUMHCS  UCHOJIb3YeT
CIIEYIOIIME IPOrpaMMHBIE CPENICTBA:

1. onepannonnas cucteMa Windows unu Linux;

2. makeT oucHbix nporpamm Microsoft Office unu Libre Office;

3. mporpamma BUIACOKOH(PEPEHIICBA3H.

11.2. UadopManiuOHHO-CIPABOYHBbIEC CHCTEMbI M MPO(ecCHOHATbHBIE 0a3bl

JTAHHBIX
1. CrpaBounas nipaBoBas cuctema «[CTAPAHT» (http//www.garant.ru);.
2. DnexkTpoHHasi OMOIMOTEYHAsI CUCTEMA « Y HUBEPCUTETCKass OMOIMOTEeKa OHIIAH

(https://biblioclub.ru/ );
3. Daexrponnas oubnmoreunas cuctema |IPR Smart (http://www.iprbookshop.ru;
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4, Dnexkrponnas 6ubnmoreunas cucrema |PR Smart (https://profspo.ru/);

5.  DraekrponHas oubnmoreunas cuctema tOpaiit (https://urait.ru/);

6. DnekTpoHHO-0MbIMoTeyHas cucrema Znanium.com (https://znanium.com/);

7. Oo0pazoBarenbubiii moptan Axagemus (http://wp?2.ssla.ru/, http://portal.ssla.ru/);
8. MynpTuancuuIInHapHas oubnunorpaduueckas u pedeparuBHas 0aza JaHHBIX
«Scopus» (http://www.scopus.com);

9. PedepaTuBHo-0nbamorpaduueckas U HayKOMETpHUECKas
(OubMomMeTprUYeCcKas) 0aza JTAHHBIX «WebofSciencex»

(https://www.clarivate.ru/products/web-of-science/)

OOyuaromuMest obecrieunBaeTcsi JOCTYM (YJaJICHHBIA JOCTYM), B TOM YHUCIE
B CJIyyae MPUMEHEHUsI 3JICKTPOHHOrO0 OO0y4YeHHUS, TUCTAHIIMOHHBIX 00pa30BaTENbHBIX
TEXHOJIOT U, K COBPEMEHHBIM npodeccuoHanbHbIM 0azam JTAHHBIX
¥ UHGQOPMAIIMOHHBIM CIIPAaBOYHBIM CHCTEMaM, YKa3aHHbIM B pabouell mporpamme
JUCITUTITHBI.

12. MaTepuajibHO-TeXHHYECKOE o0ecredyeHre TUCIUIIMHBI

Jiig IpoBeieHus 3aHATUN BCEX BUAOB UCIIOJIb3YETCS MAaTEPUAIIbHO TEXHUUECKAS
0a3a, COOTBETCTBYIONIASI ICHCTBYIOIIUM CAHUTAPHBIM U MTPOTUBOTIOKAPHBIM HOPMaM.

Jlns mpoBeneHusl JEKIMOHHBIX W MPAKTUYECKUX 3aHITHHA, MPEeIyCMOTPEHHBIX
y4eOHBIM IIJJAHOM, MPEJHA3HAUYEHbl y4yeOHble ayJUTOPUHU M KaOMHET WH(OpPMATHUKU
(KOMIOBIOTEPHBIM  KJjlacc) ¢ paboyMM  MECTOM  MpEnojaaBaTeNs,  KOTOphIE
YKOMILJIEKTOBAHBI HEOOXOAMMOHN yueOHOW MeOeIb0 U TEXHUYECKUMHU CPEICTBAMU JIIsI
MIPOBEICHUS 3aHATHI U MIPEIOCTaBICHUs yueOHOU HH(POPMAITUU 00yUJaOIUMCSI.

[Tomemmenuss A OpraHU3alMM  CaMOCTOSITENbHOM  paboThl  (KaOWHET
WHOOPMATUKNA/KOMIIBIOTEPHBIM  KJIacC,  YMTAJNBHBIM  3aj1/CrielUaTu3upOBAHHBIHN
KaOMHET) OCHAIIEHbl KOMIIBIOTEPHONH TEXHUKOM C BO3MOXXHOCTBIO TMOJIKIIOYCHHUS
K MH(OPMALIMOHHO-TEJIEKOMMYHUKAIMOHHON cetn  «VHTepHeT» U obecrnieueHuem
JIOCTYTIA B DJICKTPOHHYIO MH(OPMAIIMOHHO-00pa30BaTENbHYIO Cpeay 00pa3oBaTeIbHON
OpraHU3alHH.

13. ChnenuajbHble YCJI0BUAI sl O0YYAKIIMXCH C OrPAHUYEHHBIMU
BO3MOKHOCTSIMU 3/10POBbSA

[Tpu HEOOXOITUMOCTH oOyyJaroiemMycs WHBAJIUY U JIUILY ¢ OB3
MPEIOCTABISACTCS JOMOJIHUTEIBHOE BpeMs ISl TTIOJTOTOBKM OTBETA Ha DK3aMEHE.

OcBoeHne MUCHUTIIUHBI OOYYAIOIIMMUCS C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU
3JI0POBBSI MOKET OBITH OPTAHM30BAHO KaK COBMECTHO C JPYTUMHU OOYUaAIOIIUMHUCS, TaK
U B OTACNbHBIX Tpymnmnax. [IpeanonaraioTcsi crielMalibHbIE YCIOBUS ISl MOJYy4YEHUS
o0Opa3oBaHUs 00YUYAIOMIUMHUCS C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 37I0POBBAI.
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[lenaroruyeckue paOOTHUKH, 3HAKOMATCS C MCUXOJIOTO-(U3HOIOTUYECKUMHU
O0COOCHHOCTSIMU O0YYAIOIINXCSl MHBAIHMJIOB U JIUII C OTPAHUYCHHBIMUA BO3MOKHOCTSMH
30POBbs, WHAWBUIYAIbHBIMUA MpOorpaMMaMH peadWIUTalud HWHBAIUIOB (MpH
Hanuunn). [lpu HE0OXOAMMOCTH OCYIIECTBISIETCS TOTOJHUTEIbHAS TOJACPKKA
npenojgaBaHus ICUXO0JIOTaMHU.

B xypce npenronaraercs HCOIb30BaTh COMMMATBHO-AaKTUBHBIC U Pe(DICKCHUBHBIC
METO/Ibl 00YYCHHUS, TEXHOJIOTHH COIIMOKYJIBTYPHON peaOUIUTAIIMHU C 1ETBI0 OKa3aHUs
MIOMOIIM B YCTAHOBJICHHHM TMOJIHOUECHHBIX MEKJIWYHOCTHBIX OTHOILICHHN C JPYTUMH
00y4JaronIMMucH, CO3JIaHUH KOM(OpTHOTO MICUXOJIOTUYECKOTO KJILMaTa
B cTyneHueckoi rpymmne. [Tonbop u pazpaboTka yuyeOHBIX MaTepUaIoB MPOU3BOASTCS
C YYETOM TMPEJOCTABJIICHHS MaTepuaja B pa3Iu4HbIX (opMax: ayaualibHOM,
BHU3YyaJIbHOM, C UCIIOJIb30BAHUEM CHEIHUATIBHBIX TEXHUYECKUX CpEACTB
¥ UH(GOPMAIIMOHHBIX CUCTEM.

MenuamaTtepuanbl TakKXe CIEIYyeT HCIOJNb30BaTh M aAalTUPOBATh C y4ETOM
WHIUBUIYAIbHBIX 0cOOCHHOCTEN 00yueHus i ¢ OB3.

B ocBoeHMM JOUCHMIUIMHBI HWHBAJIWAAMHU U JIMI]AMU  C OTPAHUYCHHBIMU
BO3MOXXHOCTSIMU 3/I0pPOBBSI OOJIBIIIOE 3HAYCHUE UMEET UHANBUIyanbHas padora. [lon
WHIUBUIYAIbHOM  paboToil  moapasyMmeBaeTcss JABE  (OPMBI  B3aHMMOJICHCTBHS
C mIpernojaBaTeyeM: WHAUBHUIyaldbHas YydeOHas pabotra (KOHCy/IbTalMu), T.€.
JOTIOJTHUTENBHOE pa3bsSICHEHUE Y4YEOHOro Marepuaia | YrIyOJIeHHOE H3yYeHUe
Marepuaia C TeMH  OOYyYalolMMHUCA, KOTOpPhIE  BOTOM  3aMHTEPECOBAHBI,
U MHAWBUyallbHAs BOCMHTaTeNbHAs pabora. HWHauBHUIyallbHbIE KOHCYJIBTAIMH
0 MPEMETY SIBIISIIOTCS BAXKHBIM (PAKTOPOM, CIIOCOOCTBYIOIIUM WHAWBUIYATU3AINH
OOy4eHHsI ¥ YCTAaHOBJICHHIO BOCIHUTATEIBHOTO KOHTAKTa MEXKIYy MpernojaBaTeieM
¥ OOYYarOIIMMCSl UHBATUIOM WU OOYYaIOIIMMCSI C OTPAHUYEHHBIMUA BO3MOXKHOCTSIMU
3JI0POBBSL.

[Ipyu HeoOXOAMMOCTH [JIsi OOY4YaIOIIUMXCS C MHBAJIMIHOCTBIO TMpOIEaypa
OIICHUBAHUS PE3YJIHTATOB 00YUCHHS MOXKET MPOBOJIUTHCSI B HECKOJIBKO ATAIOB.

[IpoBenenue mpoieaypsl OIIEHUBAHUS PE3yJIbTATOB 00YyUECHUSI UHBAIUAOB U JIUII
C OTPAHUYEHHBIMU  BO3MOXKHOCTSIMH  37I0POBBSl  JIOMYCKAETCSI  C UCIOJIb30BaHUEM
JIMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOT .

OueHouHble  cpelcTBa  JUJIi  MHBAJIWIOB W JMI[  C OrpaHUYEHHBIMU
BO3MOXXHOCTSIMH ~ 3JIOPOBBSI  BBIOMpAIOTCS  C YYETOM WX  HUHJIUBUIYAIBHBIX
NCUXO(PU3NYECKUX OCOOECHHOCTEH B COOTBETCTBHHM C (DOHIIOM OIIEHOYHBIX CPECTB,
aJanTUPOBAHHBIX JJISI MHBAJIUJIOB U JIUL] C OTPAHUYEHHBIMUA BO3MOYKHOCTSMHU 3]I0POBBS
Y MO3BOJIAIONINE  OIEHUTh  JIOCTHKEHHME UMM 3armaHupoBaHHbiXx B [ITICC3
pe3yNbTaTOB  OOyYEHHsS] U ypOBEHb C(OPMUPOBAHHOCTH BCEX KOMIIETEHITUH,
3asBJICHHBIX 00pa30BaTEILHOMN IIPOTrPaMMON.
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@opMBbI OLIEHOYHBIX CPEICTB
Kateropum P 1 PEACTE,
- aJanTHPOBaHHbIE K OTPAHUYEHHUSAM 310POBbS Buabl oneHOYHBIX
y U BOCTIPpUATHS HH(pOpMAIIUH 00yIAOIIUXCS CpencTB
10 HO30JI0THUSAIM
uHBaIuao0B u jaun ¢ OB3
C HapyLIECHUSIMU e B II€YAaTHOH (popMe YBETUUCHHBIM HIPUPTOM, | e cobeceroBaHUE
3peHust e B (hopMe IIEKTPOHHOTO TOKYMEHTA,
e B medatHo# ¢opme mpudTom bpaiins.
C HapyIICHUSIMU e B IICYATHOH (opme, e TECTUPOBaHUE
ciyxa e B (hopMe INEKTPOHHOTO JOKYMEHTA.
C HapyIICHUSIMU e B IICYATHOH (opme, e pelieHue
OIIOPHO- e B (hopMe INEKTPOHHOTO JOKYMEHTA. JTUCTAaHIIMOHHBIX TECTOB,
JIBUTATEIILHOTO KOHTPOJIbHBIE BOIIPOCHI
amnmapara

OcBoeHME  JUCHMIUIMHBI ~ WHBAIMJAMH W JIMIIAMH  C OTPaHUYEHHBIMU
BO3MOXXHOCTSIMU 3JIOPOBBSI OCYIIECTBISICTCS C UCIOJIb30BAaHUEM CPEACTB OOyUYCHUS
00IIIero 1 CrenHaJIbHOTO Ha3HAYCHUS :

— JICKIMOHHAS ayAUuTOpUS — MYJIbTUMEAUIHOE O0OpyAOBaHWE, MOOWILHBIH
paarokiace (11 CTYACHTOB C HAPYIICHUSIMH CITyXa);

— ydeOHas ayJuTOpHs JJII CaMOCTOSTEIBLHOW pabOThl — CTaHAApTHBIC pabouwne
MeCTa C MEePCOHATILHBIMA  KOMIIBIOTEpaMHU; pabodee MeCTO ¢ IMEePCOHATBHBIM
KOMITBIOTEPOM, OCHAITICHHBIM CIEIHATN3UPOBAHHBIM TTPOTPAMMHBIM W TEXHHUYECKUM
oOecrieueHruEM TSI CTYICHTOB C HAPYIICHUSIMH 3PCHUS.

B aymuropuu, rme o0Oy4yarOTCs HWHBAIMABI U JIUIA C OTPAHUYCHHBIMH
BO3MOXXHOCTSIMU ~ 37I0POBBS, JOJDKHO OBITH IPEAYCMOTPEHO COOTBETCTBYIOIIESE
KOJIMYECTBO MECT JIJIsI 00YUaOIIUXCS C YUETOM OIPAaHUYCHUHN UX 37]0POBbSI.

B aymuropuu, rme o0Oy4yarOTCs HWHBAIMABI U JIUIA C OTPAHUYCHHBIMH
BO3MOXKHOCTSIMHU 370POBbSI, TIOJKEH OBITh 0OecTieueH OeCIPEenATCTBEHHBIN JOCTYIIT IS
oOydJaromuxcsi HWHBAIUAOB M OOYYArONIUXCSA C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMU
3JI0POBBAI.

B Actpaxanckom ¢unuane d®I'BOY BO «CapatoBckas rocymapcTBeHHas
IOpUINYECKas aKaJIeMHUs» UMEIOTCS CIIeUAlIbHBIC TEXHUYSCKHUE CPEICTBA O0ydYCHUS,
nporpaMmMHOe  oOecrieueHWe IS WHBAJIWMIOB WM JIUIl  C OTPAaHHMYCHHBIMHU
BO3MOYKHOCTSIMH 37TOPOBBSI.
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