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1. llesu u 3212494 AU CIUILIHHBI

Lens: hopmupoBaHue 3HAHHI O COBPEMEHHBIX TPEOOBAHUAX, TPEIBSIBISIEMBIX K
COCTaBJICHUIO U O(OPMIICHHUIO YIPABICHYECKIX U UHBIX TJOKYyMEHTOB, CBSI3aHHBIX C
npoecCHOHAIBHON e TENHHOCTHIO FOPUCTA, A TAKXKE K OpPTaHU3AIMH UX JBUKCHUS,
ydeTa U XpaHCeHHs. 3a7auu: - OBJIQJICHUE 3HAHUSIMH O HAa3HAYCHUU U MECTE
JIEIOTIPON3BOICTBA B TIPOGECCHOHATLHON JIeeTbHOCTH IOPUCTA; - OBJIAJCHHE OCHOBAMHU
JEIIOTIPON3BO/ICTBA B OPTAHU3AIIMSIX, B TOM YHCJIE OCHOBAMH SJIEKTPOHHOTO
JOKYMEHTO000POTa; - pa3BUTHE HABBIKOB IPAMOTHOTO O(OPMIICHUS IOPUINICCKUX U
CITy’)KeOHBIX JIOKyMEHTOB; - Pa3BUTHE HABBIKOB IIPUMEHEHUSI HHPOPMAITMOHHBIX PECYPCOB
¥ TEXHOJIOTHH B MPOIIECCEe MOyICHHUs, TIOUCKA, CUCTEMaTU3allu1, 00paOOTKH U TIepeaadn
IOPUINYECKU 3HAYUMOM U cITy>ke0HO0# nHbopManuu; - GOpMUPOBAHNE HABBIKOB
IPaMOTHOM pabOThI C OPTaHU3AIMOHHO-PACTIOPSIUTETLHBIMU IOPUANYECCKUMU
JIOKyMEHTaMH.

Kparkoe cogepkanue TUCHUIIIIMHBI

Conepskanue yaeOHoM qucuuiuinHbl "FOpuandeckoe J0OKyMEeHTOBEIeHHE" BKITIOUAET J1Ba
pasnena: 1. O01mue moIoKeHUsT OpraHU3aliy JISJIONPOU3BOICTBA B MpodeccroHaaIbHON
IOPUINYECKON 1esITeTbHOCTH. 2. OCHOBBI JOKYMEHTOBEICHUS B OpraHax BHYTPEHHUX Je],
PEeABAPUTENHLHOTO CJEICTBUS, OpraHax MPOKypaTrypsl U CyJax.

2. Komnerenuuu odyuyawmerocsi, opmMupyembie B pe3yJibTaTe 0CBOCHUS
AUCUMILTAHBI

[TnarupyeMble pe3yabTaThl OCBOCHUS [TnanupyeMblie pe3yabTaThl
OIT BO (xomnieTeHIun) oOyuenus no aucuurinae (3YHer)

3HaTh:- BUABI, CTPYKTYPY, OCOOEHHOCTH, IIPAaBUIIA U
[PUHLIUIIBI COCTABIEHUS FOPUINUECKON U
CIIy>KeOHOM TOKYMEHTalUH; - IPaBUJIa COCTABICHUS
U BE/ICHUS OpraHU3al[MOHHO-PACIOPSAUTEIbHBIX U
CHPaBOYHO-MH()OPMAIIMOHHBIX JOKYMEHTOB;

YMETh:- OTpaXkaTh pe3yabTaThl MpodeccruoHaIbHON
NESTEIIBHOCTU B KOHKPETHBIX BUIAX IOPHINICCKON U
CITy’kK€OHOM TOKYMEHTAIUH; - COCTaBIISITh
OpraHU3AIMOHHO-PACTIOPSAIUTENBHBIC U CIIPABOYHO-
WHGOPMAIIMOHHBIE TOKYMEHTBI, TPABUIIBHO U MOJTHO
OTpa’kaloIIre Pe3yabTaThl MPoQeCcCHOHATEHON

e TEIbHOCTH; - UCTIONB30BaTh IOPUINUECKYIO
TEPMHUHOJIOTHIO IIPU COCTABIICHUH CITYKEOHOH 1
IOPUANYECKON TOKYMEHTAIIMU B PO ECCHOHATBHOM
NesTeTbHOCTH;

[TK-13 cnocoOHOCTHIO PAaBMIIBHO U TIOJTHO
OTpakaTh PE3yJIbTaThl MPOPECCUOHATBEHOM
JIESITENbHOCTH B FOPUINYECKON 1 HHOM
JIOKYMEHTaLlUH

BrnaneTs:- HaBpIKaMH COCTABIICHHS IOPUIAYECKON U
CITY)K€OHOU TOKyMEHTAIIMH, TIPABMIIHHO U TTOJTHO
OTpa’karoIiel pe3yabTraTsl IpoQeccuoHaTbHON

eI TEILHOCTH

3HAaTh:- BUBI IOPUMUECKHUX JOKYMEHTOB, HX

0COBEHHOCTH M CIIOCOOBI COCTABJIEHHS; -

[1K-7 BageHueM HaBBIKAMH IIOATOTOBKH TpeOOBaHUS K CONEPIKAHUIO U ODOPMIIEHHUIO
FOPUIMYECKUX JTOKYMEHTOB FOPUIMYECKUX JIOKYMEHTOB;

YMETh:- ONPEeIATh OCHOBHBIC TPEOOBAHUS K
CONEPIKAHUIO ¥ ODOPMIICHHUIO IOPHINICCKUX




JTOKYMCHTOB, - CAMOCTOATCIIBHO pa3pa63.TBIBaTb
IOPUIUYCCKUEC TOKYMCHTBI;

BrianeTs:- HaBbIKaMu OIpeieeHusl TpeOOBaHUM K
COAEP KaHUIO M O(POPMIICHHIO FOPUINIECKUX
TOKyMEHTOB; - METOIMKON COCTaBJIEHUS
IOpUINYECKUX JOKYMEHTOB; - HABBIKAMU aHAJIN3A U
MPUMEHEHUs Cy1e0HON U MHON MPAaKTUKH B
COOTBETCTBYIOLIECH OTpaciu Mpasa, HEOOXOTUMBIMU
JUIs1 COCTaBJIEHUS FOPUANYECKUX JOKYMEHTOB

OIIK-5 crnocoOHOCTBIO JTOTMYECKH BEPHO,
apryMEHTHPOBAHHO U SICHO CTPOUTH YCTHYIO
MMUCBMEHHYIO peYb

3HaTh:- OCHOBHBIE CBOMCTBA SI3bIKa KaK CPENICTBA
oOrmieHus 1 pukcauy nHPOPMALIUY; - TEKCUKO-
rpaMMaTHYeCKHii MUHIMYM I10 FOPUCTIPYICHIINA Ha
MHOCTPAHHOM SI3bIKE; - IPaBUJIA JIOTUKU U TEOPHUIO
apryMeHTaluu

'YMETh:- UCTIONIb30BaTh Pa3ITUIHbIe (POPMBI M BUJIBI
YCTHOM M MUCbMEHHOM KOMMYHHUKALIUU HA PYCCKOM
Y MTHOCTPAHHOM $I3bIKaX; - UCIIOJIb30BAaTh S3bIKOBBIC
3HaHUA B TPO(ecCHOHATbHON AeITeTbHOCTH,
KOMMYHHUKAIIMN U MEXJIMYHOCTHOM OOIIEHUN;

BrnaneTs:- HaBpIKaMM KOMMYHHUKAIIMU B POJTHOW U
WHOSI3BIYHOM CPEJIE; - CTIOCOOHOCTHIO JIOTHYECKH
BEpPHO, APT'YMEHTHUPOBAHHO U TPAMOTHO
BBICTPANBAaTh MMCbMEHHYIO U YCTHYIO PEUb; -
HABBIKAMH YCTHOTO M MMCHbMEHHOTO
npodeccroHaIbHO OOIICHHS Ha PYCCKOM U
WHOCTPAHHOM SI3bIKE

OK-5 cnocoOHOCTBIO K KOMMYHUKAIIUH B YCTHOU U
MMCbMEHHON (hopMax Ha PyCCKOM U MHOCTPAHHOM
A3BIKAX JJIS1 PELIEHUS 3a1a49 MEKIMYHOCTHOTO U
MEXKKYJIBTYPHOTO B3aUMOZECHCTBUS

3HaTh:- 6a30BbIEe IPaBUJIa IPAMMATUKU; - Oa30BbIe
HOPMBI yIIOTPeOIeHUS JTEKCUKU U (POHETUKH; -
TpeOOBaHUS K PEYEBOMY U S3BIKOBOMY O(POPMIICHHIO
YCTHBIX U TUCbMEHHBIX BBICKAa3bIBAHUHN C YUETOM
crnenr(GUKY UHOSI3BIYHON KYJIBTYPBI.

YMETh:-apryMEHTHPOBAHO U SICHO CTPOUTH YCTHYIO
Y TUCBMEHHYIO PeYb - BECTH JHMAJIOT U BHICTPAUBATh
MOHOJIOT; -BeCTH MIpodeccuoHaNnbHOE OOIIeHNE Ha
PYCCKOM M HHOCTPAHHOM SI3bIKE; YUTATh U
MEePEBOJIUTh NHOSI3bIYHBIE TEKCTHI
npodeccuoHaNIbHON HANIPaBIEHHOCTH;

BJI&I[GTI)I- HaBbIKaMU BBIPAXKCHHA CBOUX MBICTICH U
MHCHU B MCKJIIMYHOCTHOM JICJIOBOM O6H.I€HI/II/I Ha

[PYCCKOM M HHOCTPAHHOM SI3BIKE;

3. Mecro aucuuniinHbl B crpykrype OII BO

[Tepeuens npeanIecTBYOMUX JUCIUIUINH,
BUJIOB paboT y4eOHOro MmiaHa

[TepeueHs MOCIENYIOMIMX AUCIIUTLINH,
BHJIOB paboT

B.1.03 Kynsrypa peun ropucra,
B.1.07 IIpaBoOXpaHUTENBHBIE OPTaHbI

b.1.29 Opranuzanus cyqeOHOM IesTeTbHOCTH,
/1B.1.08.02 Opranu3zanus cieAacTBEHHOMN

eI TeIbHOCTH,

B.1.12 [Ipaktukym mo Bugam npogeCccuoHanbHOM
e TeIbHOCTH,

/1B.1.06.03 Oprannzauus agBoKaTCcKoi

eI TEIbHOCTH




Tpe60BaHI/I}I K «BXOOHBIM» 3HAHUAM, YMCHUAM, HABBIKAM CTYIACHTA, HCO6XOI[I/IMBIM
IIp1 OCBOCHUU ,IIElHHOfI JAUCTUITIINHBI 1 HpH06peTCHHI>IM B PC3YJIIbTATC OCBOCHUA
MpCAMICCTBYIOIMUX JUCHUIIINH:

Jucrumimna TpeboBanus

3HATh: OCHOBHBIE HOPMBI JINTEPATYPHOTO S3bIKA U
KYJIETYpbI p€4H; YMETh. apryMEHTUPOBAHHO U
rPAMOTHO, B COOTBETCTBUM C HOPMaMu YCTHOU U
NUCbMEHHON (hOpMaMU pedr CTPOUTH CBOE
BBICKA3bIBaHUE BiageTh: HaBBIKAMH ITOCTPOEHUS
YCTHOW ¥ MUCbMEHHOM (POPMBI peuH.

B.1.03 Kynsrypa peun ropucra

3HATh: CTPYKTYPY U QYHKIIMU TPABOOXPAHUTEIBHBIX
OpraHoB, OCHOBHOM TEPMHUHOJIOTMYECKUN ammapar.
YMeTh: NPUMEHSTh 3HaHUS O CUCTEME U
TEPMUHOJIOTUYECKOM armnapare

B.1.07 IIpaBooXpaHUTENbHBIE OPTaHbI MMPABOOXPAHUTENBHBIX OPIaHOB B MPOILIECCE
OoQUIMATEHON MICEMEHHOW KOMMYHUKAIIUH.
BiiageTs HaBbIKaMM IPUMEHEHHMS 3HAHUN O CUCTEME
MPaBOOXPAHUTEIILHBIX OPTAHOB B MPOIECCE
COCTABJICHUs YIIPABICHUECKON JOKYMEHTAIIMU

4. O0béM 1 BUABI YUeOHOI padOTHI

OO6mr1ast TpyI0€MKOCTh TUCIUTIINHBI COCTABIISACT 2 3.€., 72 4.

Pacnpenenenue
Bcero |10 cemecTpaM B yacax

Bun yueOHOI paOOTEI
Y p 4acoB Howmep cemectpa

3
OO61mas Tpyao€MKOCTh AUCIUTIITMHBI 72 72
AyoumopHvie 3auamusi: 32 32
Jlexuuu (JI) 16 16
[MpakTHdeckue 3aHATUS, CEMHHAPHI U (MITH) IPYTHE BHJIBI ayTHTOPHBIX
. 16 16
sanstuii (I13)
Jlabopatopubie padotsI (JIP) 0 0
Camocmosmenvras paboma (CPC) 40 40

IToaroroBka K CEMUHAPCKUM 3aHITUAM, CAMOCTOSTEIBHOE U3YUECHUE
[PEKOMEHIOBAHHOM JIUTEPATYPBI, HOPMATUBHBIX IIPABOBBIX AKTOB, 10 10
perIaMEHTUPYIOIIUX OpPraHU3aLUI0 AEJIONPON3BOJICTBA.

Pemenne nmpaktnyeckux 3agady 8 8
MOJTrOTOBKA pedeparoB 6 6
IlonroroBka k 3a4eTy 10 10
[ToaroroBka K TECTUPOBAHUIO 6 6
By uTOroBoro KOHTpos (3a4et, Aud.3aueT, SK3aMeH) - 3a4er

5. ConepkaHue TUCHMIIIMHBI

OObeM ayTUTOPHBIX 3aHITHI

Ne
HanmeHoBanue pa3nenoB AUCHUILTAHBI 110 BUJaM B 9acax

paznerna

Beero | J1| 3 | JIp




1 OO0111e MOI0KEHUST OpraHU3alMK AeTONPOU3BOJICTBA B 16 2| g 0
MpodeCCHOHATLHON IOPUINYECKON e TETHHOCTH.
5 OCHOBBI JOKYMEHTOBEJICHHSI B OpraHaxX BHYTPEHHUX eI, 16 2| g 0
MPEIBAPUTEIHLHOTO CIECTBUS, OPTaHax MPOKypaTyphl U Cyaax.
5.1. Jleknun
Ne No Koz-
HanmMeHoBaHMe 1M KpaTKoe CoJiepKaHue JIEKIIMOHHOTO 3aHTHS BO
NeKIUu[pas3aena
4acoB
1 1 [TonsiTHEe W 3HaYEHHE NEITOTPOU3BOJICTBA B PO ECCUOHATHLHON IOPUINIECKON )
NeSITeTIbHOCTH. YHU(DHKALNS U CTAaHAAPTU3ALHUS JTOKYMEHTOB.
) 1 OpraHu3anioOHHO-pacopsAIUTeIbHAs JOKYMEHTAIMS B IOpUINYECKoil chepe )
NEeATeTLHOCTH. SI3BIK M CTHIIb CITY>K€OHOM FOPUINIECKON JOKYMEHTAITHH.
3 1 [loxkymeHTOOOOpOT B po(hecCHoHaNBHONU IOPUINYECKOMN IS TEIIBHOCTH. 2
4 1 TexHuueckoe odecreueHre padoThl ¢ JOKYMEHTaMU, YIET U XpaHEHHE )
TOKYMEHTOB U JIeJI B TPABOOXPAHUTEIHHBIX OpraHax.
5 5 JloxkymentupoBanue. [IpaBuia odpopmieHns 1 NOATOTOBKU JOKYMEHTOB B OpraHax )
BHYTPECHHUX JIEI.
6 2 |OcobeHHOCTH AETOMPON3BOJICTBA B OparaHx MpeABAPUTEIHHOTO CIECTBHA. 2
OCHOBBI AETOMPON3BOJICTBA B opranax npokyparypsl. AK «Hamnzop» -
7 > ABTOMAaTU3UPOBAaHHBIM MH(POPMAILIMOHHBIN KOMILJIEKC €IMHOM CHUCTEMBI >
MH(POPMALMOHHO-A0KYMEHTAIIMOHHOTO 00eceueH s HaA30pHOTo MPOU3BOJICTBA
OpraHOB MPOKYPATYPHI.
CynebHoe 1e70npON3BOACTBO: MOHITHE, PYHKIMH, 00IIast XapaKTepHCTUKA.
2 5 Oco0eHHOCTH JIENONPOU3BOICTBA IO MIPUEMY, YUETY, pETHCTpaIH JOKYMEHTOB, )
MOCTYNUBIINX B CYJ B JJIEKTPOHHOM BHJIE, B TOM YHCIIE B ()OPME IEKTPOHHOTO
TOKYMEHTA.
5.2. IlpakTHyecKne 3aHATHS, CEMUHAPBI
Ne Ne Koz-
HanmenoBaHue nin KpaTkoe cofepKaHue MPaKTUYECKOTO 3aHATHS, CEMUHApa BO
3aHATHA[pa3eNa]
4acoB
[ToHsiTHE 1 3HAYEHUE JCTIONMPOU3BOJICTBA B MPOGECCHOHATEHON IOPUANYECKOM
NesITeIbHOCTH. BO3HMKHOBEHHUE U ATAITBI Pa3BUTHS OTEUECTBEHHOIO
1 1 |genonpoun3BoncTBa. YHUDUKALMS U CTaHAAPTU3ALUS JOKYMEHTOB. 2
YuuduiupoBanusie cuctemsl JokymeHTarmu (Y CJ). CTpykTypa T10KyMeHTa:
(hopMyIIsip COBPEMEHHOTO TOKYMEHTA.
Opranu3annoHHO-PaCTIOPAANTENbHAS JOKYMEHTAIHS B IOPHINIECKOH chepe
2 1  [mesarenbHOCTH. CripaBOYHO-WH(DOPMAITMOHHBIC JOKYMEHTHI. SI3BIK U CTHIIb 2
CITy>keOHOM FOPUIMIECKON TOKYMEHTAITUU
3 1 JI0KyMeHTO00O0pOT B IPO(PeCCUOHATBEHON IOPUIMUECKON IEATEIbHOCTH. )
TpeboBaHUs K OpraHu3aIuy JOKYMEHTO000pOTa.
Texanyeckoe obecrneueHrne paboTh ¢ TOKyMEHTaMU, YUET U XpaHCHHE
4 1  |IOKyMEHTOB U JieNl B IPABOOXPAHUTENBHBIX OpraHax. JKCIepPTH3a IEHHOCTH 2
TTOKYMEHTOB.
JlokymeHTHpoBaHre. OCHOBHBIE BHJIBI JOKYMEHTOB, 00pa3yrOIIUXCs B
5 2 |mesATeNnbHOCTH OPraHOB BHYTpeHHHX Ael. [IpaBuna ohopMiaeHHs U MOATOTOBKH 2
JTOKYMEHTOB B OpraHaxX BHYTPEHHUX JIeJI. BIIaHK! yIIpaBIeHUECKUX JOKYMEHTOB.
6 ) Oco0eHHOCTH JeNIONPON3BO/ICTBA B OparaHx MpeABapUTEIBHOIO CIEACTBHSL. )
Opranuzaius J0KyMeHTO000poTa.
7 2 |Opranuzammsi JOKYMEHTO000pOTa B Opranax npokyparypbl. OcoOeHHOCTH paboThl| 2




C IOKYMEHTaMH{ B aBTOMaTU3MPOBaHHOM HH(popMalimoHHOM koMiuiekce "Hanzop'

CynebHoe 1e10npou3BOACTBO: MOHATHE, (PYHKIMH, 00IIAst XapaKTEPUCTHKA.
PyKkoBOAICTBO OpraHmu3anueii cyae0HOTo 1e10npon3BoAcTBa. [Ipruem n nepBudHas
perucTparnys BXoasuiei koppecnonaeHunu. [1opsaok oTrpaBKu UCXOAIIEH
KOPPCCIIOHACHIINN. PeFI/ICTpaHI/IH " YUCT YIrOJIOBHBIX, I'PAXXAaHCKUX,
aJIMUHUCTPATUBHBIX JIeJ U J1e]1 00 aIMUHUCTPATUBHBIX MPaBOHAPYILIEHUSX, UX
ohopMIICHHE HA CTAIUH TTOJTOTOBKH H MOCTIE NX paccMOoTpeHns. OCOOeHHOCTH
JIeJTOTIPOU3BOJICTBA IO MIPUEMY, YUETY, PETUCTPALIMH JOKYMEHTOB, IOCTYIUBIINX B
CYIl B 2JIEKTPOHHOM BHJIE, B TOM YHCJIE B (hOpME IMEKTPOHHOTO JTOKYMEHTA.

5.3. JIaboparopHbie padoThI

He npenycmoTtpenst

5.4. CamocrosiTesqibHAst padoTa CTyIeHTa

Brimonmuenne CPC

Bux paboThl 1 copepkaHue 3a1aHus

Crnncox nureparypsl (¢ yKa3aHUEM
pas3zernos, IiaB, CTPAaHULL)

Kom-Bo yacos

[TYMJI oca.mut 3, mom. Ne 2.4, DVM/JI ocH.

Pelienne mpakTuuecKux 3aaa 8
HICHHE TpaTiTHeciiix 3ajtad IUT.2, TOM.JINT.3
Iorotoka pedreparos [IYMJI: ocH. nut. Nel, 2,3 gor. aut. Ne 1-5; 6
s pedep SYMJL: och. Ne2 nom. 1,3
[TYM]] ocH. 3, nom. Ne 2,4, OYMJ] ocH.
[loaroroBka k 3adery A ocu.ut 3, non > A ocu 10
JIMT.2, TOM.JIUT.3
[ToaroroBKa K CEMUHAPCKUM 3aHSATHSM,
CaMOCTOSITEIbHOE U3yUEHUE
[PEKOMEHI0BAHHOM JINTEPATYPHI, I[IYM/I: ocH. nut. Nel, 2,3 mom. Nel,3, 2.4, 5
10
HOPMaTHBHBIX IIPAaBOBBIX AKTOB, OVYMU: ocH. Ne2, nom. Nel,3
pEerIaMEHTUPYIOIMHUX OPTaHU3AIHIO
N1eJI0MPOU3BO/ICTBA.
[IYM/I: ocH. nut. Nel, 2,3 gom. Nel,3, 2.4
[ToaroTroBka K TECTUPOBAHUIO 6

OVMJ: ocH. Ne2, momr. Nel,3

6. I/IHHOBaIII/IOHHLIe Oﬁpa3OBaTeJIBHLIe TEXHOJOTI'UMA, UCITOJIB3YEMbBIC B y‘lEﬁHOM

npoiecce
HNHHOBaIMOHHBIE Kou-
Bun pabotsr
(bopMbl yueOHBIX Kparkoe onucanue BO ay[l.
. (JI, 113, JIP)
3aHATUN 4acoB
Perienue cuTyaTUBHBIX 33/1a4 U COCTaBJICHUE CITYKEOHBIX
TOKYMEHTOB 110 TeMaM "OpraHu3aloHHO-
pacropsiuTeIbHas JOKYMEHTAIHS B IOPHIMYECKO chepe
NeATeTLHOCTH. SI3BIK ¥ CTHIIb CITY>KEOHOM FOPUIMYECKON
TexHomorus [Ipaktuueckue |[noxymentauuun'", "TexHuueckoe odecriedeHrne padoThl C
AKTUBHBIX METOZIOB [3aHATHS U TOKYMEHTaMHU, Y4ET U XpaHEHUE TOKYMEHTOB U JIEN B 6
oOyuenust (AMO)  |ceMUHApHI [IPAaBOOXPAHUTEIBHBIX OpPraHax. JDKCIEepTU3a LIEHHOCTU
TOKyMeHTOB","Peructpaiiust v y4eT yrojioBHbIX,
rpaXXIaHCKUX, aIMUHUCTPATUBHBIX JIE] U JIe]1 00
aJIMUHHCTPATUBHBIX [IPABOHAPYIICHUAX, UX OOPMIICHHE
Ha CTaJUU NOJArOTOBKHU U MOCJIE UX PACCMOTpEHuUs".
TexHomorus [Tpaktuueckue |[Kpyrislid cTos-auckyccus "S3bIK U CTHIIb CIIy)eOHOH 2
MoJIepaluu BaHTUS U TOKYMEHTAIMH": KOJUIEKTUBHOE 00CY>K/IEHUE BOIIPOCOB,




CEMHHAPBI

CBSI3aHHLIX C UCITIOJIb30BAHUC CPCACTB SA3bIKaA IIPU
odopMIIEHUN JOKYMEHTAITMOHHON WH(OpMAITiH, B TOM
YHCJIC U DJICKTPOHHOI'O THUIIA, 4 TAKIKC B KAYCCTBC NPHUBUTHUA
HABBIKOB MCIIOJIH30BaHUS CPEIICTB sI3bIKA TIPU 0(hOPMIICHUH
TOKYMEHTAIMOHHON HH(OPMAIIHH.

Co0cTBeHHBbIE HHHOBALIMOHHBIE CIIOCO0BLI M METO/AbI, HCIIOJIb3yeMble B
o0pa3oBaTeJILHOM Ipolecce

He npenycmorpeHnsl

Hcnonb3oBanue pe3ynpTaTOB HAYUYHBIX UCCIEA0BAHNUM, IPOBOAUMBIX YHUBEPCUTETOM, B
paMKax JaHHOW AUCUMIUIMHBL: HET

7. ®ona oueHouyHbIX cpeacts (POC) st npoBeAeHHs TEKYLIEro KOHTPOJIS
yCIIeBAEMOCTH, IPOMEKYTOUYHOM ATTECTALMH 10 UTOraM OCBOCHUS AUCUMILIHHBI

7.1. llacnopTt poHAA OLIEHOYHBIX CPEACTB

HanmenoBanue
paszueion
MYCLIATITUHEI

Kontponupyemas komnerenus 3YHer

Bup xonTpons
(BKJItOYAsl TEKYLIUH)

NeoNe 3amanunii

OK-5 crtocoOHOCThIO K KOMMYHHKAITUU B

YCTHOM U MMUCbMEHHOH (pOpMax Ha PyCCKOM TEKYLUH
Bce paznenst Y UHOCTPAHHOM $I3bIKaX JJISI PEIICHUS (moaroroBka NoNel-18
3a/1a4 MEXJIMYHOCTHOTO U pedeparta)
MEKKYJIBTYPHOT'O B3aUMOJEHCTBHS
OIIK-5 crmocoOHOCTHIO JIOTHYECKH BEPHO, TeKyIIUH 1o pazueny 1
Bce pasnensl apryMEHTUPOBAHHO U SICHO CTPOUTH (mMChMEHHBIN NoNel-16, no
YCTHYIO M TUCBMEHHYIO pE€Yb ompoc) pazneny 2 NeNel-14
TEeKYIIUN
[1K-7 BnageHueM HaBbIKaMH MMOATOTOBKH BBITIIOJIHEHHE
Bce paznenst A A ( NoNel-18
IOPUITYECKUX TOKYMEHTOB MIPaKTUYECKUX
3a/1aHui)
[TK-13 crnocoOHOCTHIO PABWIIBHO W TIOJIHO Texy i
OTpa)kaThb Pe3yibTaThl NPO(ECCUOHAIBHON
Bce pasnensl P pesy pod (BBITIOJTHEHUE NoNel-30

JACATCIIbHOCTU B IOpI/I,ZLPI‘leCKOﬁ U UHOU
AOKYMCHTAaIUU

TECTOBBIX 3aJ[aHUH)

OK-5 ciocoOHOCTBIO K KOMMYHHKALIUH B
YCTHOM ¥ MUCBMEHHOM (pOpMax Ha PyCCKOM

IIPOMEKYTOYHBIN
Bce paznenbt Y UTHOCTPAHHOM $I3bIKaX JUIsl pEIICHUS (sauer) Bompocs! k 3auety
3a7ja4 MEXJINYHOCTHOIO U
MEXKYJIBTYPHOT'O B3aUMOJIEICTBUS
OIIK-5 crmocoOHOCTBIO JTOTHYECKH BEPHO, .
MIPOMEKY TOUHBIH
Bce pasnenst apryMEHTHPOBAaHHO U SICHO CTPOMUTH (sauer) Bomnpocs! k 3auety
YCTHYIO U INCbMEHHYIO PEUb
Bee pasiensi IIK-7 BnageHreM HaBbIKaMU IIOATOTOBKU | IPOMEKYTOUHBIN IIMCbMEHHbBIE
p OPUINYECKUX TOKYMEHTOB (3auer) 3a1aHMS K 3a4ETY
[TK-13 criocoOHOCTHIO MPABWIIBHO U TIOJIHO
OTpaXkaTb Pe3yJbTaThl NPOPECCUOHAIBHON | MTPOMEKYTOUHBIN
Bce pasnenst p pesy pod . o p Y Bomnpocsl k 3auety
JIEATEIbHOCTU B FOPUINYECKON U MHOU (3auer)

JTOKYMEHTAIU!

Bce pasnenbl

OK-5 crtocoOHOCThIO K KOMMYHHKAITUU B

bonycHoe 3a1anue

Y TBepKICHHBII




YCTHOM U MMCbMEHHOH (pOopMax Ha pyCCKOM
Y MTHOCTPAHHOM SI3bIKaX JUISl PELICHUS
3a/1a4 MEXKJIIMYHOCTHOTO U
MEXKYJIBTYPHOTO B3aUMOJCHCTBHS

NepeueHb
MEpOIPUATHI

7.2. Buabl KOHTPOJIs, IPOUEAYPHI POBEACHUN, KPUTEPUU OLICHUBAHU S

Bun xonTposs

[Ipouenypsl MpoBeaCHHS U OLICHUBAHUS

Kpurepuu onieHuBanus

TEKYIUN
(moarotoBka
pedepara)

ITpoBepka pedeparoB: KpaTKoe U3TOKEHUE
B ITUCbMEHHOM BHUJIE MOJYYEHHBIX
PE3yaBTaTOB TEOPETUUECKOTO aHAIIN3A
npeIoKeHHOM TeMbl. Kputepun oneHku:
1.®opMynupoBKa U aHAJIN3 IPOOIEMBI;
2.Y0enuTensHOCTh apryMEHTaIUN
pa3peleHus BhISIBICHHBIX IPOOJIeM;
3.Ucnonb30BaHue caMOCTOSTENHEHO
MO/I0OPaHHBIX UCTOYHUKOB; 4.
CBoeBpeMEHHOE 1 KaueCTBEHHOE
odopmiteHne gokiaaa (063opa) Ha
oymaxxaoMm Hocutene. 5. [TyomuuaHoe
npejicTaBieHue padoTel. 6. Busyanuzarus
MaTepuaia (Haludue dJIeKTPOHHOM
Mpe3eHTAIM) 7. YMEHUs CTYACHTOB
paboTarh ¢ pa3IUYHBIMU
WH(OPMAITMOHHBIMU PEeCypCcaMu U
TEXHOJIOTUSMH TIPU MOJITOTOBKE
pedeparuBHOTO BBICTYIIICHUS. [Tpn
OILICHUBAHUU PE3YJIBTATOB MEPOIPHUITHS
UCTIONB3yeTCs OaTbHO-PEHTUHTOBAS
CUCTEeMa OIICHUBAHUS PE3YIbTaTOB yUeOHOM
JeATeTbHOCTH 00yUaromuxcs (yTBepKIeHa
npukazoM pekropa ot 24.05.2019 . Ne 179)
Kpurepun nauncnenus 6anios: Pegepar
UMeeT YETKYIO CTPYKTYPY U JIOTHKY
W3JIOKEHHUSI, TOUKA 3PEHHUSI CTYIACHTA
ob0ocHoBaHa. CTy/IEHT BbIIBUTAET HOBbIE
UJICH U TPAKTOBKH, IEMOHCTPHUPYET
CHOCOOHOCTH aHAJM3UPOBaTh MaTepuan- 10
6amioB. Pepepar numeer 4eTkyro CTpyKTypy
U3TI0KEHHSI, BOIIPOC B OOIIEM PACKPBHIT,
OZIHaKO He 000CHOBAaHA COOCTBEHHAs TOUKA
3peHus - 5 6amioB. CTyIeHT He BBITTOTHIII
3aJlaHuE WU CTYJIEHT HE BIaJIeeT
HaBBIKAaMH PaOOTHI C PA3IUYHBIMU
MH(OPMAITMOHHBIMU PEeCypCcaMu U
TEXHOJIOTHSIMH, TIOTyYeHUs, IIOUCKA,
00paboTKH, cCUCTEMaTH3aluH U Nepeiadn
uHbopMaIuu B xozie pedhepaTuBHOTO
BeICTYyIIeHHS - 0 OamtoB. MakcuManbHOe
KonuuecTBo O6amsioB — 10. Becooit
ko3¢ ¢purpent mepornpustus — 0, 1.

OmimuHo: Bennuuna pelTthHra

%
Xopoio: BennunHa pedtuHra

%

YnosieTBopuTeNbHO: Bennunna
peiiTiHra 00yJaromerocs mno
nucraminge 60...74 %
HeynosnerBoputensHo: Bennunna
peiiTiHra 00yJaromerocs 1no
mucuuinae 0...59 %

oOyyJaromierocs 1mo AUCHUILIINHE §5...

00yJaromierocst Mo JUCHUTIIHHE 75..

100

.84

TEeKYILUN
(BBITIOTTHEHNWE
TECTOBBIX
3aJTaHH )

BBITIOJTHEHUE TCCTOBBIX SaHaHHﬁI TECThI
MPETyCMaTPUBAIOT BHIOOP OTHOTO (MK
HECKOJILKO) TIPABHIILHOTO BapuaHTa U3
HECKOJIBKHX MPEIIOKEHHBIX BAPHAHTOB

Meponpustre meHee 60 %

3a4TeHO: pEUTHHT 00ydarolerocs 3a
MeporpusaTie 0ombIie uik paBHo 60 %.
He 3auTeHo: pelTuHr 00y4aromerocs 3a




OTBETOB, MPOJIOJKUTEILHOCTD BBITIOJHEHUS
TECTOBBIX 3aJaHUI OTpeAesaeTCs U3
pacuera 1 MuH Ha 1 Bonpoc. TecT coctour
u3 10 Bonpocos. Ha orBeTsl orBOgUTCS 10
MuH. [Ipu olleHMBaHUU PE3yIBTATOB
MEPOIPUATHSI UCIIONIb3yeTCs 0auIbHO-
pPEUTHHIOBas CUCTEMA OLICHUBAHUS
PE3yIbTaTOB YUeOHOM NESTEIIbHOCTH
oOyuaronuxcst (yTBepKIeHa IPUKa30M
pekropa ot 24.05.2019 . Ne 179)
IIpaBUIBHBIN OTBET HA BOIIPOC
cootBeTcTBYeT 1 Oamny. HenpaBunbHbIi
OTBET Ha BOIIPOC cOOTBETCTBYET () GaoB.
MaxkcumanbHoe KoianuecTBo 6amioB — 10.
BecoBoii k03 dUIMEHT MEpOTTpUATHS —
0,1.

TEKYIUN
(TMCHMEHHBIN
ompoc)

[IncbMeHHBIM OITPOC MPOBOIUTCS HA
MIPAKTUYECKUX 3aHATUAX MOCIE U3YUEHUS
KaXX0Tr0 paszena 1o BoIpocam, 3apaHee
onpezaeneHHbIM IIpenoaasareneM. CTyneHty
3a[Jal0TCsA 2 BOIIPOCA U3 CIINACKA
KOHTPOJIbHBIX BOIIPOCOB. Bpems,
OTBEJIEHHOE Ha onpoc -15 munyT IIpu
OLICHMBAHUU PE3YJIBTATOB MEPOIPUSITHS
UCIOJIB3YeTCsl 0aNIbHO-PEUTHHIOBAS
crcTeMa OLICHUBAaHUs PE3yNbTaToB yueOHOMH
JeSITeIbBHOCTH 00yJaromuxcst (yTBepxaeHa
npukazoM pekropa ot 24.05.2019 . Ne 179)
IIpaBHUIBHBII OTBET HA BOIIPOC
COOTBETCTBYET 5 Oammam. YacTHUHO
MIPaBUJIBHBIN OTBET COOTBETCTBYET 2
6amutam. HempaBuiibHBII OTBET Ha BOIPOC
cootBeTcTBYeT () 6amioB. MakcumanbHOE
koimnyecTBo 6amioB — 10 (mo 1 pazneny) [o
JIByM paznenam - 20. BecoBoit
ko3¢ durment meponpustus — 0,2

3ayTeHo: peUTHHT 00yyarolerocs 3a

MeponpusTHe 6onbiie ik paBHo 60 %.
He 3auTeHO: pedTHHT 00ydaromerocs 3a

Meponpustiue Menee 60 %

ITPOMEKYTOYHBIN
(3auer)

YCTHBIN OTBET Ha JIBA TEOPETHUUYECKHUX
BOTIpOCa B OWMJIETE, 3apaHee ONpeeTiCHHbIE
npernojaBaresieM, pu HeoOX0AUMOCTH
OTBETHI HA JOTIOJTHUTEIBHBIE BOTIPOCHI,
pelieHre npakTuyeckoro 3aaanus. [pu
OILICHUBAHHUHU PE3YJIbTaTOB MEPOTIPHUSITHS
UCIONB3YyeTCs 0aTbHO-PEHTHHIOBAS
crcTeMa OIICHUBAaHUS PE3yNIBTaTOB YIeOHOM
JESITEIbHOCTH 00yJaromuxcst (yTBepxKaeHa
npuka3zoM pektopa ot 24.05.2019 . Ne
179). Kputepuu Hauncnenus 6amios: 1.
CTYICHT UMEET BCECTOPOHHEE,
cUcTeMaTH4yecKoe U IyOoKoe 3HaHHUe
Y4eOHO-TIPOrPaMMHOT0 MaTepHalia, yMeeT
CBOOO/THO BBITIONHSATH 3aaHMUs,
NPEAyCMOTPEHHBIE TIPOTPAMMOMA, YCBOHII
OCHOBHYIO U 3HAKOM C JIOTIOJIHUTENIbHON
JIUTEPATy PO, PEKOMEHI0BAHHOMN
MPOrpaMMOii, yCBOUI B3aUMOCBSI3b
OCHOBHBIX MTOHITHIA JTUCIUILTAHBI B UX

OtnnuHo: BennunHa pedtuHra

00y4aromierocs o JUCUUIIIHHE 85...

%

Xopomo: BennunHa peituHra
o0yy4aromierocs Mo AUCUUTUIHHE 75..
%

YnoneTBoputenbHo: Bennuuna
peiiThHra 00yJaromerocs 1no
nmucrumiange 60...74 %
HeynosnerBopurenbHo: Benmnunna
peiiTiHra 00yJaromerocs no
cuunge 0...59 %

100

.84




3Ha4YEeHUH Ui pruoOpeTaeMoii mpodeccuu,
MIPOSIBUJ TBOPYECKHE CITIOCOOHOCTH B
MMOHUMAaHUH, U3JI0)KEHUU U MCTIOJIb30BaHUN
y4eOHO-TTporpaMMHOTO Marepuana -20
0aJlJIOB; TPAMOTHO BBITIOTHSIET
npakTh4yeckoe 3ananue - 20 6amios; 2.
CTYJCHT UMEET 3HaHHE yueOHO-
MIPOrPaMMHOTO MaTepuasa, yCBOMI
OCHOBHYIO JINTEPATypy, PEKOMEH/I0BAaHHYIO
B IIpOrpaMMe, OIHaKO HE CIIOCOOEH K
CaMOCTOSITEIbHOMY TTOTIOJTHEHUIO
npodeccuoHaabHbIX 3HaHUH - 10 6asios,
MPAKTUYECKOE 3a/IaHUE BBITIOJIHSIET C
HEKOTOPBIMH olnOKkamu - 10 6amos; 3.
CTYJICHT UMEET CepPhE3HbIC MPOOEITHI B
3HAHUAX OCHOBHOTO y4€OHO-ITPOrPaMMHOTO
Marepuaa, JoMyCKaeT MPUHIUITHAILHBIC
OIIMOKY B BBIMOJIHEHUH TPEIYCMOTPEHHBIX
IIPOrpaMMOH 3aJJaHUl, IPAKTUYECKOE
3aJlaHue HE BBITIOJHEHO JIMOO0 BBHITOTHEHO
HenpaBmwIbHO - 0 6atoB. MakcuManbHOE
KoJu4ecTBO OassioB — 40.

TEeKYIIUI
(BBINIOJTHEHUE
MPAKTUYECKUX

3aJTaHHH )

YMeHnust rpaMoTHO 0QOPMIISATH CITY>KEOHBIN
JIOKYMEHTBI, B TOM YHCJIE, [T0 BOIPOCaM
TESITeTbHOCTH Cy/Ia, CTYJACHTHI
NPECTABIISAIOT MAaNKy-HAKOIHUTENb C
nokymeHTamu. [1pu oneHuBaHUM
PE3YJIBTaTOB MEPONPUSATHS UCHIOIb3YETCS
0aJIbHO-PEUTHUHTOBAs CHCTEMA
OLIGHUBAaHMA PE3YJIbTaTOB yUeOHOM
JeSITeIbBHOCTH 00yJaromuxcst (yTBepxaeHa
npuka3oM pekropa ot 24.05.2019 . Ne
179). Kputepuu HauncieHus: 6auioB:
MIPaBUIILHO COCTABJIEHBI BCE JIOKYMEHTHI -
20 GamIoB, CTYAEHT JOIMYCTHI HETOYHOCTH
IPU COCTABJIEHUH CIYKEOHOTO TIOKYMEHTA,
OJTHAKO TIPEICTaBHJI BCE JOKYMEHTHI Ha
NPOBEPKY - 15 GannoB, CTYAEHT AOMYCTHII
rpyObIe OMIMOKHU TP COCTABIICHUH
CITy’KE€OHBIX JIOKYMEHTOB, OJTHAKO
NpEeACTaBUI BCE JOKYMEHTHI Ha MTPOBEPKY -
10 GaioB, CTYJIEHT HE MpeICTaBUII NalKy-
HAKOIUTENh, WIIN TIPEICTAaBUII HE BCE
JOKyMeHTHI - 0 6atoB. MakcuMaibHOE
KonuuecTBo 0amioB — 20. Becosoit
ko3¢ ¢purrent mepornpustus — 0,2.

OmimuHo: Bennuuna pelTthHra

oOyyJaromierocs mo AUCHUILIINHE §5...

%
Xopoio: BennunHa pedtuHra

00yJaromierocst Mo JUCHUTIIHHE 75..

%

YnoBieTBopuTeNbHO: Benmnunna
peiiTiHra 00yJaromerocs mno
nucraminge 60...74 %
HeynosnersoputensHo: Bennunna
peiiTiHra 00yJaromerocs rno
mucuumnae 0...59 %

100

.84

bonycHoe 3aanne

CryneHT npeacTaBisieT KOMUU TI0KYMEHTOB,
MOATBEPKJAIOIINE YIaCTHE B HAYIHOM
KoH(epeHIIuU (MEXIYHAPOIHOTO,
POCCHICKOTO WJIA YHUBEPCUTETCKOTO
ypoBHs1). [Ipu orleHMBaHUM Pe3yNbTaTOB
MEPOTIPUATHSI UCTIONB3YETCS OaIITHHO-
pEUTHHIOBas CUCTEMA OIEHUBAHUS
pe3yNIbTaToB y4eOHOH NesTeTbHOCTH
oOyuaronuxcs (yTBepKIeHa IpUKa3oM

pekropa ot 24.05.2019 . Ne 179).

3auteHo: +15 % 3a yyactue u

OIyOJIMKOBAaHHYIO HAYYHYIO CTAThIO B

KOH(EPEHIIUU MEKTyHAPOJHOTO YPOBHS;
+10 % 3a ygacTue u ormyOIMKOBaHHYIO

Hay4YHYIO CTaTblO0 B KOH(EPEeHIUH

[pOCCUICKOTO YpOBHS; +5 % 3a yuactue B

KOH(EepEeHLIMN YHUBEPCUTETCKOTO
YPOBHS.
He 3aureHo: HE ydyacTBOBaJ B

MEpONPUATHIIX




MaxkcuMalIbHO BO3MOXKHAS BEJIMUHHA
6onyc-peittunra +15 %.

7.3. TunoBble KOHTPOJIbHBIE 32JAHUS

Bup xonTpons

TwuroBeie KOHTPOJIBHBIC 3aJIaHUS

TeKyIIHi (MOATOTOBKA
pedepara)

Temsl pedeparos

1. Uctopus nenonpoussojctea B Poccum.

2. [ocynapcTBeHHOE peryinpoBaHue AeI0NpPOU3BOJICTBA.

3. Opranu3anus paboThI C TOKyMEHTaMHU.

4. Homenknarypa e, METOIMKA €€ COCTABIIEHUS U IPUMEHEHMSI B
MPaKTUYECKOM JESITENIbHOCTH.

5. SI3bIK ¥ cTHIIb O(PUIIMATBHBIX IOKYMEHTOB.

6. HazHaueHue rocynapcTBEHHON CUCTEMBI JOKYMEHTAIIMOHHOTO 00ecreueHns
ynpasienus (I'CA0Y).

7. HopmaruBHasi OCHOBA IOKYMEHTOBE/ICHMUSI.

8. Komnbrorepusaryst 10KyMEHTHPOBaHUS.

9. TexHonornueckas Lernoyka NOArOTOBKU JJOKYMEHTA.

10. OcoGeHHOCTH PabOTHI ¢ JOKYMEHTaMH, COAEPKAIIMMU KOMMEPUECKYIO
TaHY.

11. DnexTpOHHBIE TEXHOJIOTUH B JESTEILHOCTH PAaBOOXPAHUTEIBHBIX OPIaHOB.
12. HopMaTuBHO-METOAUYECKHE TOKYMEHTHI 110 JEIONPOU3BOICTBY B OpraHax
[IPEIBAPUTEIBHOTO CIEICTBUS.

13. CocraBnenue u opopmiaeHIe HOMEHKIATYPHI JIEN B CYAE.

14. Ucnonp3oBanue nH(GOPMAIMOHHBIX TEXHOJIIOTHH MPH JOKYMEHTUPOBAHUN U
OpraHu3aIuyi paboThl C JOKYMEHTaMH.

15. TexHonorust paboOTHI B CIPaBOYHOM mpaBoBoii cucteMe «Koncymprantllnmroc»
16. ®yHKIIMOHANBHBIE BO3MOXHOCTH noacucteMsl «Ilopran rocynapcTBeHHON
ABTOMAaTU3UPOBaHHOM cuctemsl «IIpaBocynue.

17. DneKTpoHHBIN TOKyMEHTOOOOPOT B MTPABOOXPAHUTEIBHBIX OpTraHax:
[IPEUMYIIECTBA U HEAOCTATKH.

18. dyHKIMOHAIBHBIE BO3MOKHOCTH aBTOMAaTU3UPOBAHHOTO UH(POPMALIMOHHOTO
komruiekca "Hamzop".

Tewmbl pedepaToB.docx

[IprimMepHBIE TECTOBBIE 3aJaHUS:

21. IlepBblii 3Tam ABM>KEHUS JOKYMEHTOB B OpraHU3al1uu:

A dKCTIeTMIIMOHHasE 00paboTKa

b npeaBapuTenbHOE paCCMOTPEHUE TOKYMEHTOB

B opranuzanus 1BMKEHUS JOKYMEHTOB BHYTPH OpraHU3aIMu: T) 00paboTka
VCTIOJTHEHHBIX U OTIIPABJICHHBIX JOKYMEHTOB

22. O0parteHne, He CBSI3aHHOE C HAPYIICHUEM TIPaB M 3aKOHHBIX HHTEPECOB U HE
cozeprkaiiee TpeOoBaHuil 00 yCTpaHEHUHU TaKOTO HapYIIEHUS ATO:

TeKyIIuH (BBIMIOJTHEHUE |A 3asIBIICHHE

TECTOBBIX 3aJ]aHU)

b mokiamHas 3amucka

B micemo

[ npomenue

23. Bes nocTynaroiasi KOppeCnoHASHIUS Ha UMS TIpEACcenaTens cyaa,
COpTUpPYETCS MO:

A KaTeropusam

b andasury

B Bo3pacranuto

TecroBble 3aganus.docx

TeKyIui (MTMChbMEHHBIN

ompoc)

[IpumepHBbIe BOIIPOCHI 1Sl IPOBEICHUS MUCbMEHHOTO OIPOCca MO JUCHHUILIINHE
«}Opunnueckoe JOKyMEHTOBEIECHUE)
[To pazneny 1




1. [TonsiTve ¥ 3HaUYEHUE AETOMPOU3BOICTBA B MPOQPECCUOHATHLHON IOPUINYECKOM
e TEIbHOCTH.

2. CoBpeMEHHBIE 3aKOHO/AATENBHBIE AKThI, pEIVIaMEHTHPYIOIINE
WH()OPMAITMOHHO-JOKYMEHTAIIMOHHOE 00eCTICUeHHE

3. BO3HUKHOBEHUE U 3TaIbl pa3BUTUS OTEUECTBEHHOI'O JI€JI0NIPOU3BOCTBA.

4. JIoKkyMeHT, OCHOBHbIE MOHATHS, PYHKIUHU U CTIOCOOBI TOKyMEHTHPOBAHUS.
5. YHu¢ukanys u cTangapTH3aus JOKYMEHTOB. YHHU(DUIUPOBAHHbBIE CUCTEMBI
moxkymenTaruu (Y CJI).

6. SI3bIK ¥ CTHIIB CITy>KeOHOM IOpHINYECKO JOKYMEHTAIH

7. CTpyKTypa JOKyMeHTa: GOpMYIIsSip COBPEMEHHOTO JOKYMEHTA.

8. Conepxxanue 'OCT P 7.0.97-2016. CocTaB peKBU3HUTOB.

9. Buspl 61aHKOB JOKYMEHTOB, UX XapakTepucTuka. [Ipasuna opopmienus,
W3TOTOBJICHUS, yU€Ta, UCIIOIBb30BAHMS U XPAaHEHHUs OJIaHKOB OpraHU3aIUH.

10. XapakTepucThka U COCTaB OPraHU3aIMOHHO-TIPABOBBIX JIOKYMEHTOB:
TpeOOBaHUS K COCTABJICHUIO 1 O(OPMIICHHIO.

11. XapakTepucTHKa U COCTaB PACTIOPSAIUTEIBHBIX JOKYMEHTOB: TPEOOBaHUS K
COCTaBJICHUIO U 0(hOPMIICHHUIO.

12. XapakTepucTuka U cOCTaB MHPOPMAITMOHHO-CIIPABOYHBIX JIOKYMEHTOB:
TpeOOBaHMUS K COCTABICHUIO 1 O(OPMIICHHIO.

13. JIokyMeHTOO00POT B PO eCCUOHATFHON IOPUINIECKON IeATETLHOCTH.
TpeOoBaHuUs K OpraHU3aIMH JOKYMEHTO000pOTa

14. Texandeckoe obOecrieueHre paboThl ¢ JOKYMEHTaMH, YUET U XpaHEHUE
TOKYMEHTOB U JIEJI B IPABOOXPAHUTEIbHBIX OpPraHax.

15. HomenknaTypa es opraHu3amyy: BUIbl, COCTaB MHPOpMAIIUX, HATIPABICHHS
MCII0JIb30BaHMSL.

16. DxcniepTr3a EHHOCTH JOKYMEHTOB.

[To pazneny 2

1. JoxymenTtupoBanue. OCHOBHBIE BUIBI IOKYMEHTOB, 00Pa3yIOIINXCS B
NEATEIIBHOCTH OPTaHOB BHYTPEHHUX JEJI.

2. [IpaBuna opopmiieHrs U TOATOTOBKU JOKYMEHTOB B OpraHax BHYTPEHHUX JeJl.
3. bnaHku ynpaBlIeHYECKUX TOKyMEHTOB

4. DNEKTPOHHBIN JOKYMEHT U JOKyMEHTOOOOPOT B OpraHax BHYTPEHHUX JIE]I.
5. Ciy»x6a TOKYMEHTAallMOHHOTO 00eCIIeYeHns YIIpaBIeHus: (yHKINH,
CTPYKTYpa, T0JKHOCTHOM COCTaB.

6. Pabota ¢ KoHpHUIEHIIMATBLHBIMI JOKYMEHTaMHU.

7. Oco0eHHOCTH JeJIONPOU3BO/ICTBA B OPraHax MPeABAPUTEIHHOTO CIIEACTBHSL.
8. IlpueM u nepBUYHas peructpanus Bxoasuie koppecnonaeHmu. [opsnox
OTIIPaBKU UCXOJSIIECH KOPPECTIOHICHITHH.

9. Opranu3zanus TOKyMEeHTOO0OpOTa B OpraHax MpOKypaTyphbl.

10. OcobenHocTH pabOTHI C TOKYMEHTAMH B aBTOMaTH3UPOBAHHOM
uH(popMarmonHoM Komruiekce "Hanzop”

11. CyneOHOE AeI0npon3BOICTBO: MOHATHE, QYHKITUH, 00IIast XapaKTepHUCTHKA.
12. PykoBOACTBO Oopranusanueil cyaeOHoro AeI0mponu3BOICTBA.

13. Peructpanus u y4eT YroJIOBHBIX, TPaXIaHCKUX, aIMUHUCTPATUBHBIX €] U
nen 00 aIMUHUCTPATUBHBIX MTPABOHAPYIICHUAX, UX 0(POpPMIICHHE HA CTaUU
MOJITOTOBKU U TIOCJIE UX PACCMOTPEHUS.

14. OcoGeHHOCTH JeIOPOU3BOICTBA 110 IPHEMY, YUETY, PETUCTPALIUH
TOKYMEHTOB, MTOCTYIUBIINX B CYy/ B 2JIGKTPOHHOM BHJIE, B TOM 4ucje B popme
PIIEKTPOHHOTO IOKYMEHTa
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IIPOMEKYTOYHBIN
(3auer)

[IprmepHBbIe BOMPOCHI JIJ1s1 MPOBEICHHS] NTOTOBOM aTTECTallun

no qucuumuinHe «fOpuandeckoe JOKyMEHTOBEACHUE»

1. Ucropus pa3BUTHS OTEUECTBEHHOTO JEIONPON3BOCTBA.

2. IlonsTe nenonpon3BOACTBA, €T0 BUJIbI, OPraHU3AL[MOHHBIE CHUCTEMBI
NIEIONIPON3BOICTBA.

3. IlonsiTHE «JIOKYMEHT», TpeOoBaHus K JoKyMeHTy. FOpuanyeckas cuia




TOKYMEHTA.

4. Yaudukanus u cTaHaapTU3aus JOKYMEHTOB. BUibl cTaHIapTOB.

5. @opmyrsp-o0paser] OpraHu3aluOHHO-PACTIOPSTUTEIIEHOTO TOKYMEHTA!
OCHOBHBIE TPeOOBaHMUS, BUIBI

6. [ToHsiTHE «PEKBU3UT TOKYMEHTa», COCTaB PEKBU3UTOB.

7. [IpaBuna opopMieHuss peKBU3UTOB (TOCYIapCTBEHHBIN Tep0 PD, HazBaHMe
OpraHu3aIiy, CIIPABOYHBIE TaHHBIC 00 OpraHU3aInN).

8. [IpaBuna odopmieHUsT peKBU3UTOB (J1aTa JOKYMEHTa, aapecar, Tpud
YTBEPKACHUS TOKYMEHTA).

9. [IpaBuna opopMieHUs PEKBU3UTOB (TIOAMUCH, OTMETKA 00 UCTIOHUTEIIE,
OTMETKA O HAJIMYUU TIPUIIOKECHHUS ).

10. TTpaBuna oopmieHUsT peKBU3UTOB (PE30IOINS, OTMETKA O 3aBEPEHUH
KOIIMU, OTMETKA 00 UCTIOTHEHUH JOKYMEHTA M HAMIPABIEHUH €TO B JIEJNO).

11. bnaHKu JOKYMEHTOB: OHSATUE U BUBI.

12. Opranu3zaloHHbIE JOKYMEHTBI: TOHATHE, UX BUJbI, TPEOOBAHUSA K
COJIEPKAHUIO.

13. YcraB kak OpraHu3alMOHHBIN IOKYMEHT, CTPYKTYpa IOKyMEHTA.

14. ITonoxkeHne Kak OpraHU3alMOHHBIA IOKYMEHT, CTPYKTYpa IOKYMEHTA.

15. PacnopsaurensHbie JOKYMEHTBI: IOHATHE, UX BUIBI, TPEOOBAHUS K
COJIEP>KAHUIO.

16. ITpuka3 kak pacopsIUTEIbHBIN IOKYMEHT, CTPYKTYpa JIOKYMEHTA.

17. CipaBo4yHO-MH(OPMAITHOHHBIE JJOKYMEHTHI: TTIOHSATHE, BUBI, 0COOCHHOCTH
18. TloHsATHE IIPOTOKOI» i 0COOEHHOCTH €r0 MOATOTOBKU U 0(hOpMIICHUS.

19. TloHsiTHE «aKT» U OCOOCHHOCTH €T0 MOATOTOBKH U 0()OPMIICHHUS.

20. Cnyxe0HOe MMCbMO: IOHATHE, BUABI, CTPYKTYpa JTOKYMEHTa, TpeOOBaHUS K
TECTy MHUChMA.

21. OdunmaibHO-1eI0BOM CTHUIIL: TIOHATHE U MPU3HAKH.

22. [lonsiTe JOKYMEHTOO00POTa, €ro ATAlbI.

23. IIpriem u 00pabOTKH MOCTYMHUBIICH TOKYMEHTALIUH.

24. Opranu3anusi pacCCMOTPEHUS TOKYMEHTOB. BUIbI TOKYMEHTOB, BBIICIISIEMBIX
[pU NPEBAPUTEIHLHOM PACCMOTPEHHH.

25. Peructpanus 10KyMEHTOB, €€ BU/IbI.

26. KOoHTpOJIb NCTIOTHEHUS IOKYMEHTOB B OpraHU3alluu: Coiep:kaHue, (hopMbl
KOHTPOJISI.

27. Opranusanus OTHPaBKU UCXOASIINUX JOKYMEHTOB.

28. OCHOBHBIE BUIBI TIEpEAaun COOOIICHUH.

29. Ilonsarue «aeno». Homenknarypa nen: noustue, suabl. [Ipasuna
dbopMupoOBaHUs HOMEHKIIATYPbI JIe]I.

30. OcHOBHBIE 3a/1a41 FKCIEPTU3HI LICHHOCTU JOKYMEHTOB, KPUTEPUU
PKCIEPTU3bI TOKyMEHTOB. OCHOBHBIE 3a/1a4l HKCIIEPTHOM KOMHUCCHU TIO
PKCIEPTU3E IEHHOCTH JOKYMEHTOB.

31. XpaneHnue JOKyMEHTOB, BUAbL. [loaroToBka u nepempaya JOKYMEHTOB Ha
ApXMBHOE XpaHEHUE.

32. OcobeHHOCTH PabOTHI C IOKYMEHTAMHU, COJIEPKAIIIMMH KOMMEPYECKYIO
TaHY.

33. OCHOBHBIE HOPMATHUBHO-ITPABOBBIE AKThI, PETYIUPYIOLINE OPTaHU3AIUIO
CyeOHOTO JEeTOMPON3BOJICTRA.

34. Opranuzaiusi pabOTHI B CyJIE TIO TIPUEMY, OTIIPABICHUIO e U
KOoppecnoHAeHIH. Buel 1 hopMbI yuera.

35. 1enonpou3BOACTBO MO TPUEMY, YUETY, PETUCTPAIIUU JOKYMEHTOB,
MOCTYMUBIIKX B CYJl B DJIGKTPOHHOM BHJIE, B TOM YHUCJE B POpPME AIMEKTPOHHOTO
TOKYMEHTa B paMKax aJIMUHUCTPATUBHOTO, IPAXKIAHCKOTO U YTOJIOBHOTO
CYZIOTIPOM3BOJICTBA, A TAK)KE HANIPABICHHUIO CY/IOM CY/IeOHBIX aKTOB.

36. Ocobennoctu ucnonb3zoBanus [1C 'AC "IIpaBocynue", AUUC "Konekc:
CYZIOTIPOM3BOJICTBO" B OpraHU3ALIMH JICJIONPOU3BO/ICTBA B CyA€OHBIX OpraHax.
37. Peructpauus v y4eT YIOJIOBHBIX, TPXKIAHCKUX /1], aIMUHUCTPATUBHBIX /€]




U J1e1 00 aIMUHUCTPATUBHBIX PaBOHAPYIICHHSIX.

38. OdopmiieHne yroiaoBHBIX Ipax/aaHCKUX, aIMUHUCTPATUBHBIX el U 1e] 00
aMUHHCTPATUBHBIX IPAaBOHAPYILIEHUAX HA CTaIUU IPUHATUSA U HA3HAYEHUS K
CyneOHOMY pacCMOTPEHHIO, MOCTIE UX PACCMOTPEHUSI.

39. O6uue npasuiia 0OpaieHus K UCIIOTHEHUIO IPUTOBOPOB, PEIICHU,
OIpeIeICHUH U MTOCTAaHOBJIEHUH Cy/Ia.

40. OcobeHHOCTH IOKYMEHTOBEICHHS B OpraHax MpeaBapUTeIbHOTO CIEICTBUS.
Co3gaHne T0KyMEHTOB.

41. ITopsinok nepemenieHns JOKYMEHTOB B OpraHax IpeBapUTEIbHOTO
CIENCTBUS. (JIOKYMEHTOOOOPOT).

42. Opranu3zanys JOKyMeHTO000pOTa B Opranax mpokyparypsl. OcoOeHHOCTH
paboThHI C TOKyMEHTaMH B aBTOMaTH3UPOBAHHOM MH(GOPMAIIMOHHOM KOMILIIEKCE
"Hanzop".

43. Peructpanusi, yueT JOKYMEHTOB U JieJl. Peructpaius v y4eT nocTyIuieHus U
[IPOXOXACHUS YTOJOBHBIX, IPYTHUX JI€] U MaTEpUajIoB, COOOIIEHUH O
MPECTYIUICHUSX.

44. KoHTpOJIb 32 UCTIOJIHEHUEM JOKYMEHTOB.

45. JlokyMeHTHpOBaHHE B OpTaHax BHyTpeHHUX nen. [IpaBmia odhopmiieHus u
MOJTOTOBKH JJOKYMEHTOB.

46. OCHOBHBIE BU/IbI JIOKYMEHTOB, O0OPa3yIOIINXCS B IEATEILHOCTH OPTraHOB
BHYTPEHHUX Je]1. biaHku ynpaBieHUeCKUX JOKYMEHTOB.

47. Opranuzanus T0KyMEHTOO00pOTa, Y4eTa U UCTIOTHEHUS TOKYMEHTOB.

48. OcobeHHOCTH pabOTHI C ANEKTPOHHBIMHU JOKYMEHTAaMHU.

49. Yuet u ananu3 00beMOB JOKYMEHTOO00POTA.

50. Opranusarysi KOHTPOJIS ¥ UCTIOJTHEHMSI TOKYMEHTOB U ITOPYYEHUH.
[IprMepHOE paKkTUUYECKOE 3aJaHuE:

13. PaGOTHHK KaHLIEISIPUN PaifOHHON MPOKYPaTypbl OOHAPYKUI OTCYTCTBHE
MPUIIOKEHUS K IOKYMEHTY NPU BCKPHITUU KOHBepTa. Kakoil tokymeHT
cocTaBiseTcs B 3ToM citydan. CocTaBbTE HEOOXOIUMBIN JOKYMEHT.

14. TIpuBeauTe BO3MOXKHBIE BapHaHTHI 0OPMIICHUS CIEAYIOIINX PEKBU3UTOB
TOKYMEHTA:!

- «azipecaT»: eciii JOKyMEHT HalpaBIIseTCs B CTPYKTYpHOE MOIpa3iesieHue
OpraHHu3al1y, €CJIU TOKyMEHT HAIpPaBJseTCsl B HECKOIBKO OJJHOPOIHBIX
OpraHu3aIii, ecIU TOKyMEHT aJpecyeTcsl pyKOBOJUTEIIO0 OpraHN3aluu, ecliu
TOKYMEHT a/Ip€COBaH YaCTHOMY JIUILY;

- «J1aTay»: Ha MUChbME, B TeKcTe (hefiepaaIbHOrO 3aKOHA.

Bomnpocs! k 3auety.docx

TEKyIIUH (BBIMOJIHEHNE
IIPAKTHYECKUX
3aJlaHuil)

[IprMepHBIE TPAKTUUECKUE 3a0aAHUS:

5. Hanmcarp 3asiBneHue Ha UM IpeJiceaaress cyja o npueMe Ha padory.

6. Harmucartpb cBoto aBTOOMOTrpaduio B 0pUIHAIHLHO-IET0BOM CTUJIE.

7. CocTaBUTh aKT Ha CIHMCAaHUE JOKYMEHTOB (TeMy BbIOEpETE CAMOCTOSITENBHO) B
COOTBETCTBUU C TPEOOBAHUSIMH.

8.CocTaBUTh CXeMY CTPYKTYpBI IPOTOKOJIA CyZIeOHOTO 3aceIaHusl.

9.CocTaBUTh OMOPHO-JIOTMUYECKYIO cXeMy Ha TeMy: «IIpuem u yuer
AMeJIIIUOHHBIX, YaCTHBIX 7KaJI00 U MPEICTaBICHUN.

[Tpaktuueckue 3aganus.pdf

bonycHoe 3anaHue

8. YueOHO-MeTOAMUYECKOE M MH(POPMAIIMOHHOE OOecriedeHue TUCIUIIIMHBI

IHeuaTHas y4yeOHO-MeTOAUYECKAS] JOKYMEHTALUS
@) OCHOBHAs TUMepamypa:
1. Kysneunosna, T. B. [lenonpous3BoacTBo: JJOKyMEHTALIMOHHOE
obecneuenue ynpasinenus T. B. Ky3nenosa. - 3-e u3z., ucnp. u nom. - M.: busnec-
mkona "Muaren-Cunres", 2002. - 374 c¢. un.




2. ITmenko, A. B. lenonpousBoactso A. B. ITmenko, JI. A. JloponuHa. -
M.: FOpaiit, 2004. - 181 c.

3.  Kupcanona, M. B. CoBpemennoe nenornpon3Boactso [Tekcr] yuel.
nocoOue JyIsi By30B 110 3KOH. crienmaibHocTsM M. B. Kupcanosa ; Poc. akan. roc.
cnyx0n1 ipu [Ipe3unente PO ; Cub. akan. roc. ciykOsbl. - 4-¢ uza. - M.: UHDPA-
M, 2015. - 310, [1] c. u.

0) OononHumenvbHas Iumepamypa:

1.  Jenonpou3BoactBo: OpraHu3anus U TEXHOJIOTHUU JOKYMEHTAIHOHHOTO
obecnieuenus ynpasienus Yue0. aist By3oB T. B. Ky3uenosa, JI. B. Cankuna, T. A.
brixosa u np.; [lon pen. T. B. Kyznenosoit. - M.: OHUTH, 2002. - 359 c. u.

2. Hewmun, }O. M. JlenonpousBoactBo: [loaroroBka cirykeOHbIX
nokymeHToB FO. M. JlemuH. - 2-e uzn., nepepad. u no. - CII6. u ap.: ITutep, 2005.
-223,[1]c.

3. Kysneuosa, T. B. [lenonpou3BoacTtBo: JJOKyMEHTAlHOHHOE
obecneuenue ynpasinenus T. B. Ky3nenosa. - 3-e u3z., ucnp. u jnoim. - M.: buznec-
mkona "Maren-Cunres", 2002. - 374 c. ui.

4.  Henmompou3BoacTBo: OpraHu3aius U TEXHOJIOTMU JOKYMEHTAIHOHHOTO
oOecnieuenus ynpasinenus [ Tekct] yueO. aiig By3oB T. B. Ky3uenosa, JI. B.
Canxkuna, T. A. beikosa u 1p.; nox pea. T. B. Ky3uenosoit. - M.: IOHUTU-IIAHA,
2003. - 359 c.

5. Kupcanona, M. B. Kypc nenonpousBoactsa: JJokyMEeHTalHOHHOE
obecrnieueHue ynpapieHus: Y4ed. mocobue i By30B MO CIEIUATIbHOCTH
"Menemxment" M. B. Kupcanosa, 0. M. AkcenoB ; HoBocuO. roc. aka.
SKOHOMUKHM U y1ip.; Anmunuctpauus [Ipesuaenta Poc. ®enepannn; Cub. akaz. roc.
CITykOBblI. - 5-e u3., uctp. u jgomn. - M.; HoBocubupck: UHOPA-M: Cubupckoe
cornamenue, 2003

6) omedyecmeernHbvle U 3apy6€9fCHbl€ IHCYPHAJIbL NO Oucuunﬂune, umeroujuecs 6 oubruomexe:

1. Jlemonpon3BoaCTBO ,MH(POPM.-TIPAKT. XKypH. ,McToprko-apx. uH-T Poc.
roc. rymanutap. yu-ta (PI'TY), Bcepoc. Hayd.-uccies. MH-T JOKYMEHTOBEACHUS U
apx. nemna Pocapxusa. 2010-2012 No 1-4; 2013-2014 No 1-4; 2015 No 1-4; 2016 Nel-
4,

2. Jlemonpou3BoacTBO HHPOPM.-IPAKT. )KypH. Mcropuko-apx. uH-T Poc.
roc. rymanutap. ya-ta (PI'TY), Bcepoc. Hayd.-uccien. uH-T JOKYMEHTOBEICHUS U
apx. nena Pocapxusa xxypHai. - M., 2006-

2) MemoouuecKue YKazaHus 0is Cmyo0eHmos8 no 0C80EHUIO OUCYUNTUHDL:

1. Meroauueckue yka3aHus Jyisi CTyJICHTa

U3 HUX. yue@w—memoduqecme obecneverue camocmosmenbHou pa60mbz cmydeﬂma:

1. Meronnueckne ykazaHus JJIs CTyI€HTa

3ﬂeKTp0HHaH yqeﬁno-MeTounqecxaﬂ AOKYMECHTAIlUA

HaunmenoBanue

pecypca B bubnunorpaduyeckoe onrcanue
ANIEKTPOHHOU (opme

Bun
JTUTEPATypPbl

JlononHuTeNnbHAS [ DJIEKTPOHHO- JlemunioBa, H. 1. OCHOBBI 1€10TTPOM3BOICTBA : YICOHOE




MTeparypa OoubmmoTeyHast noco6ue / H. . lemunosa. — [lepms : ITHUITY, 2016. —
cucreMa usnarenbcTsa |46 c. https://e.Janbook.com/book/161071
Jlanb
OCHOBHAS glfgﬁflgggfgéﬂ ["anenko, H. H. OcHOBHI 1enonpon3Bo/cTBa : yueOHOe
2 TepaTyha CHCTOMA H3NATEIlbCTR nocobue / H. H. 'anenko. — Camapa : Caml'AY, 2019. —
patyP TTans a 181 c. https://e.lanbook.com/book/123610
JlononuuTeNbHAS gﬁgﬁ;ﬁggggﬂ bpeckuna, H. B. OCHOBBI 1e10MTPON3BOACTBA : yueOHOE
3 TEDaTVDa CHCTEMA H3ATCIBCTRA nocobue / H. B. bpeckuna. — Craspomnoins : CKOY, 2014.
paYP Tans A — 123 c. https://e.lanbook.com/book/155545

9. UudopManinoHHbIE TEXHOJIOTHH, UCIIOJIb3yeMble PHU OCYIIeCTBIEHUN
00pa3oBaTeJIbHOIO Mpomecca

IlepeueHs MCIIONIB3yEMOTO IPOrPAMMHOIO 00OECTICYEHHS:

1. Microsoft-Windows(6eccpodno)
2. Microsoft-Office(6eccpouno)

Hepequb HCIIOJIb3YCMBIX I/IH(bOpMaHI/IOHHBIX CIIPABOYHBIX CUCTCM:

1. -baza mannsix polpred (0630p CMMU)(6eccpouno)
2. 00O "T'apantYpanCepsuc'"-I'apant(6eccpodHo)

10. MarepuajibHO-TeXHUYECKOe O0ecrnedeHue TUCHUIIMHBI

Bun | Ne |OcHOBHOE 000pynOBaHUE, CTEHIBI, MAKETHI, KOMITBIOTEPHAsI TEXHUKA, TIPEYCTAaHOBICHHOE
3aHATUH | aya. IporpaMMHOE 00ecrieueHUEe, UCIIOIb3YeMOE ISl Pa3IMYHbIX BUOB 3aHATHIA
Pabouee mecto mpenogaBarens. Pabouwnii cron. Kommnbiorep konduryparum «Padounii2y»
Intel Pentium BOX 3.5 GHz. M.rinara LGA1151 PCI-E Dsub+DVI+HDMI MicroATX.
101 [DDR4 DIMM 8Gb. HDD 24x7 500I'6. YcTpoiicTBa KOMMYTAIMH M YCUJICHUS ayIuo 1
(4) [Bumeocurnaios, 3BykoBasi cucteMa. [Ipoexktop EPSON EMP-6100, mpoeKnOHHBIHM 3KpaH.
Cron npenofiaBaressi, TpuOyHa, napTel aynutopHbsie- 38 mt. [Tocamounsix mect -114 OxHa
-5 wt. Bx. nBepu-2 mwr.

Jlexiu




