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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

IIK-3 CrnocobGeH K OBIAIEHUIO OCHOBHBIMH CpEIACTBAMU HOPHJAMYECKOW TEXHUKH W TEXHOJIOTHH
JTOKyMEHTO000pOTa, B TOM Uucie B IMpoBoM GopmaTte, B MpoheCCHOHATBHON ACATEIHPHOCTH IOPUCTa

1.2 Tumel 3aga4 mpoQecCHOHATBHOU NeATeNbHOCTH, K KOTOPBIM TOTOBSTCS OOydYaroluecss B paMKax
OCBOEHUS JUCLUIIIUHBI:

- HOPMOTBOPYECKUHI

- IPaBONIPUMEHUTEIIBHBIN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
chepe: 09 IOpucnpynenmus (B cepax: AesITETHHOCTH OPraHOB MyOJIUYHOM BJIACTH, B TOM YHCIIE CYIOB U
OpraHOB  MPOKYpaTyphbl,  KOHCYJIBTHPOBaHUS M  MPEACTABUTENbCTBA B  TPAXKIAHCKUX  JeJax;
KOHCYJIBTUPOBAHUS U MPEJICTABUTEIHCTBA B YTOJIOBHBIX JiejaX; KOHCYIBTUPOBAHUS U MPEICTaBUTENHCTBA B
CBSI3U C TPYAOBBIMU U 3KOJIOTUYECKUMHU CIIOPAMHU)

1.4 B pe3ynbTare 0CBOCHHS JUCLHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIC

Kon n HammenoBaHue

(yHKIMH / TPYAOBBIC komrtereHiu GI'OC BO,
HKIIUH / TPYAOBBIC MU HEOOXOIMMOM ISt .
by Py WuaukaTophl JOCTHKEHMSI KOMIICTCHITHHA
npodeccroHaIbHEIC (hopMHpOBaHUS TPYJIOBOTO
nercTBus (MIpH HAUTHIUAH WIH PO eCCHOHATBLHOTO
npodcTangapra) TEHCTBUS

I1K-3 Cnocoben
OBJIJICHUIO OCHOBHBIMH
CpeInCTBaMH I0PUANYECKOI
TEXHHUKU M TEXHOJOT U
JTOKyMEHTOO0O0POTa, B TOM
qucIie B U(GpPOBOM
¢dopmare, B
podecCrOHALHOM
IEATEILHOCTH FOPHCTA

Hcnonb3yeT  MpaBOBBIC  MEXaHW3MBbI
QpoBOro JOKyMEHTO000pOTa

OopraHu3anuu

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3CH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

I1K-3 CnocobGeH K OBIAJCHUI0 OCHOBHBIMH CPEICTBAMU IOPHIMYECKOM TEXHUKU H
TEXHOJIOTHMH  JOKYMEHT0OOOpoTa, B TOM uucie B IUppoBoM ¢opmare, B
npo¢eCCHOHAIBHON ACATEIbHOCTH IOPHCTa

No
n/n

HanmenoBanme
JUCITUTIINH,
OIpeAcIAIOIUuX 3aou”as
MEKIUCLUIUTMHAPHBIC | (ceMecTp)
CBS3H 31415

®opma
0o0ydJeHus

1 |Hayuno-uccnegoBaren + | +

bCKas paborta

2 |HopMOKOHTpOIH B +

chepe TPYIOBBIX
OTHOIIICHU M

3 |HoTtapuansHoe +
TIPOU3BOJICTBO

4 |IIpaBoBBIE aKTHI +
YIpaBIEHUS




5|CoBpeMeHHbIE +
TEXHOJIOTHHU B
paBoOpeaIn3auOHHO
1 IIpaKkTuKe

6 | FOpunuueckas +
TEXHUKA JIOKaJTbHBIX
aKTOB

2. MecTo nucuuiuiaiabl B cTpykrype OIl marucrparypsbi:

JuctuminHa «IIpaBoBble MEXaHU3MBI IIU(PPOBOTO JOKYMEHTOOOOPOTA» OTHOCUTCS K YacTH, (popMupyemoit
y4aCTHHKaMU 00pa3oBaTeIbHbIX OTHOWIEHUH, y4yeOHoro rutana OIl mo nampasneruto noarorosku 40.04.01
- FOpucnpynenuus.

JucuumuinHa «IIpaBoBble MEXaHNU3MBI HU(PPOBOTO TOKYMEHTOO0OPOTa» U3ydaercs B 4 cemecTpe.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM QUCIUILUIMHEL: 2 3.€.
3aounas: 2 3.e.

3aouHas

Bun yueOHOM paboTHI
ny p (Bcero 4yacoB)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 72
Konrakthas pabota 6
Jlexmm (JIextmm) 2
[Mpaktuaeckue (IIpaxT. pad.) 4
CamocrostensHas padota (CP) 66

3auer -

3.2.Conepxanue Kypca:

No Haspanue Bun yuebnoit | dopmsl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
UM | KT.
pao.
31313
4 cemecTp
1 [TousiTue, 1ETb, CobOecenoBanue;
obrmrre TpeboBaHuUs 05| 1 17 IMTucesMmenHOE
K CO3JaHUIO ’ 3aJ1aHue
JOKYMEHTOB
2 [TpaBumna CobecenoBanue;
MOATOTOBKU U 051 1 17 IIncemennoe
oopmenus ’ 3aJlaHue
JOKYMEHTOB
3 DneKTpoHHas CobecenoBanue;
JOKYMCHTAIHS: 05| 1 |16 [TucemenHOE
oTIpe/ieTICHUE U 3aJjaHKe
OCOOCHHOCTH.
4 WNudopmaruzanms CobecenoBanue;
cyneOHon 05|11 |16 [TucemenHOE
JeSITEIIbHOCTH 3aJjaHKe

Tema 1. IlonsiTue, Hesib, 00mue TpedoBanus K co3aaHuio J10KymMeHToB (I1K-3)



Jlexkuns.



VYrpasieHndeckast JesITeIbHOCTh JII000H opranuzanuu 6asupyercst Ha uHpopmaruu. MHpopmarus MoxeT
NepeaBaThCsl YCTHO, IPY TIOMOITH OyMaXKHBIX HOCHTEJEH WM 3JIEKTPOHHBIX cpeicTB. bonbmas yactsb
uHpopmanuu (10 98%), ucrnonblyercs B yrpaBieHUH, 0)OPMIIIETCS B BHJIE JIOKYMEHTOB, YTO HEOOXOMMO
IUIS OCYILECTBIIEHUS KOHTPOJISL UCIIOJHEHMSI, PEILIEHUS CIOPHBIX BOIIPOCOB, aHAJIN3a U UCCIIEJOBAHMS
yIpaBJICHUs C IEJIBI0 TOBBIIEHU ero 3 (ekTuBHOCTU. JJOKYMEHT B yIpaBIe€HHH BbICTYTIAET
OHOBPEMEHHO U KaK MpeIMET TpyJa YIPaBICHYECKOTo pabOTHUKA, U Kak ero pe3yasrar. CioBo
«IIOKYMEHT» B MIEPEBOJIE C JTATUHCKOTO 03HAYAET «CBUAETEIBCTBOY, «CMOCO0 JOKa3aTeabCTBa». JJIOKyMEHT —
3TO MaTepUaIbHBIA 00BEKT C 3aKPEIUICHHON Ha HeM MH(OpMAaIie A1 epeiadyu ee BO BpEMEHU U
npocTtpancTBe. OCHOBHBIM MaTepUajIbHBIM HOCUTEJIEM JIeI0OBOM HH(OpMAIMK B HACTOALIEE BPeMs SIBISIETCS
Oymara. JIoKyMeHT BBIMOJIHSACT clenyronue GyHKIu: "HPOPMALMOHHYIO - B TOKYMEHTE (PUKCHPYIOTCS
(baxThl, COOBITHS, SIBICHUS MPAKTUYECKON M MBICTUTEIBHOMN JEATETbHOCTH YEJIOBEKa; OPraHU3alMOHHYIO0 —
C MOMOIIIBIO JOKYMEHTa 00€CIIeUnBACTCS BO3CHCTBUE HA TPYIIIBI JIIOACH JJIsl OpraHU3aluy ¥ KOOpIUHALIUN
UX JESTEIbHOCTH; KOMMYHHUKAaTHBHAS - 00€CIICUNBAIOTCS BHEIIIHUE CBSI3U OpraHU3alui U MpeanpusTHIA;
IOPUAMUYECKYIO — IIOCKOJIBKY €70 COJEP/KaHUE UCIIONB3YETCS B KAUECTBE JOKA3aTeIbCTBA IPU PACCMOTPEHUH
CIIOPHBIX BOIIPOCOB CTOPOHAMM JIEJIOBBIX OTHOILIEHUH; BOCIIUTATEIbHYIO — OH AUCLUIIIIUHUPYET
UCTIOJIHUTEIIS, TpeOyeT MOBBIIICHHOTO YPOBHS 00pa30BaTeIbHOM MOITOTOBKH, a XOPOILIO 0(hOPMIICHHBIN
JOKYMEHT BOCIIUTBHIBAET CTETUUECKHUM BKYC YIPaBIECHUYECKUX KaJpOB, IIOBBIIIAET IPECTHK OPraHU3aINH B
I1a3ax JIeJOBBIX MapTHEPOB. Bce JOKyMeHTHI, 00pa3yromuecs: Ha IpeAnpHUsITHN, OpraHU3allly,
KJIaCCU(DUITUPYIOTCA TO CIEAYIOUIMM IPU3HAKAaM: TI0 BUIaM JEATEIbHOCTH (MM Ha3HAYEHUIO) —
JOKYMEHTBI IOJPA3IEISIOTCS HAa HAYYHO-TEXHUYECKNE, KOHCTPYKTOPCKHE, TEXHOJIOTUYECKUE,
IIPOEKTHO-CMETHBIE, HOPMAaTHBHBIE, OPraHU3AIMOHHO-PACTIOPSIIUTENbHbIE, Y4eOHO-METOIUYECKHIE,
IUIaHOBBIE, (PUHAHCOBO-pAcYETHBIE, OTYETHO-CTATUCTUYECKHE, IO TOProBje, IEHOOOPa30BaHHIO,
n300pETEHUSIM U OTKPBITHSM, COLIMATBHOMY 00€CIIEUEHHIO, 110 TUYHOMY COCTABY M T.J.; IO HAUMEHOBAHUIO
— CYIIECTBYET MHOXECTBO Pa3HOBUIHOCTEH TOKYMEHTOB (Hay4HBIE OTUYETHI, YEPTEXKH, CXEMBbI, rpaduKy,
TEXHOJIOTHUECKUE TIPUKA3bl, PACTIOPSHKEHUS, TUTAHBI OTYETHI U T.11.); 10 CIIoco0y (ukcaruu nHpopManum —
JOKYMEHTBI OBIBAIOT MUCHbMEHHBIE (PYKONHUCHBIC, MATMHOMMCHBIE, TUIIOTpadCcKHe, ITOATOTOBICHHBIE HA
MHOXHTEJBHBIX arnmaparax), rpagpudeckue, Goro-(poHO-KHHOTOKYMEHTbI. OCHOBHBIM MaTepHaIbHBIM
HOCHTEJIEM JIETIOBOM MEPENUCKU Ha CETOHS ABIsIeTCA OyMmara; 1o MeCTy COCTaBJICHHUS — JOKYMEHTHI
MOJPA3AEIAIOTCS Ha JOKYMEHTBI, UCIIOIb3yEMBbIE /ISl pELIEHNS] BHYTPEHHMX M BHEIIHUX BOIIPOCOB.
BHewmHss fOKyMEHTalMsl, B CBOKO OYEPEb IEIUTCS Ha BXOAALLYIO U UCXOISALIYI0 KOPPECIOHIEHIUIO; 110
CTETEHU CI0KHOCTU — JOKYMEHTBI IOAPA3AEISAI0TCS Ha MOAJIMHHbBIE U NOA0XKHbIe. [loyinHHbIE
JOKYMEHTBI OBIBAIOT JIEHCTBUTENIbHBIC M HEACHCTBUTEIbHBIC. HeleHCTBUTEIBHBIM TIOKYMEHT CTAHOBUTCSI B
pe3ynbTare UCTEYEHHs CPOKA JEUCTBUS MIIM OTMEHBI €r0 APYTUM JOKYMEHTOM; 110 CTEIIEHH ITIACHOCTH —
pa3anyarTcsa JOKYMEHThI OTKPBIThIE (HECEKPETHBIE) U JOKYMEHTHI C OTPAHUYEHHBIM JIOCTYIIOM.
JIOKyMEHTBI C OTpaHMYEHHBIM JJOCTYTIOM OBIBAIOT pa3HOW CTETIEHU CEKPETHOCTH (COBEPIIEHHO CEKPETHBIE,
CEKPETHBIE) M JOKYMEHTHI i ci1y)e0Horo nonb3oBanus (JCII); mo ropuaudeckoit cuiie JOKYMEHTBI
KJIacCU(UITUPYIOTCA Ha MOJUIMHHBIC U MOUIOKHBIE. [1oTMHHBIE JOKYMEHTHI ObIBAIOT ACHCTBUTEIbHBIC U
HezelcTBUTENbHBIE. HeleHCTBUTEIbHBIMU IOKYMEHTBI CTAHOBSITCS B PE3YJIbTaTe UCTEUEHHUS CPOKA
JEMCTBYS MM 3aMEHBI €r0 IPYTUM I0OKyMEHTOM. II0 CPOKAM UCIIOJIHEHUS — JOKYMEHTBI
KJIacCU(UITUPYIOTCSA Ha CPOUHbIE U HeCpOUHbIe. CPOYHBIMH SIBIISIFOTCS JOKYMEHTBI CO CPOKOM MCIIOJTHEHUS,
YCTAHOBJIEHHBIM 3aKOHOM M COOTBETCTBYIOIIMMHU IIPABOBBIMH AKTaMM, a TAKXKe TEJIErpaMMbl U Ipyrue
JTOKYMEHTBI C TPU(OM «CPOUYHBIE»; IO CTAIUH MOATOTOBKY — JOKYMEHTHI MOIPa3/IEISIIOTCA HAa YSPHOBUKH U
MOVTMHHUKH (OpUTrHHAIIBI). YepHOBUK — TOKYMEHT, IOATOTOBJICHHBIN IS NajdbHENIIero ohopmMiIeHus,
BBINOJIHEHHBIH, KaK MPAaBUJIO, OT pyKH; [10NTMHHUK— €IMHCTBEHHBIN IK3EMIUIAP JOKYMEHTa, 0()OpMIICHHBII
Y TIOAMTMCAHHBIN ¢ YePHOBUKA B COOTBETCTBUHU C YCTAHOBICHHBIMHU TpeOoBaHUsAMU. C MOUIMHHUKA MOTYT
OBITh M3TOTOBJICHBI: KOIUS, OTTUCK, BBIITUCKA U3 JOKYMEHTA, TyOInKaT mo/yinHHIKa. Konus — uieHTuyHoe,
3aBEPEHHOE JOJDKHOCTHBIM JIMIIOM BOCIIPOM3BEIEHUE MOATUHHNKA. OTTUCK — KONIUS TOKYMEHTA,
OCTaroIIAsACs B JIeNIax NpeAnpusaTus (OTTUCK, KaK IIPABUIIO, HE 3aBEPSETCS MOANMUCHIO TOJKHOCTHOTO JIMLA).
Brinucka u3 10KyMeHTa — 3aBepeHHast 4acTh TEKCTa MOAIMHHNKA. JlyOmuKaT — BTOpOi 3K3eMILIsp
JOKYMEHTA, UMEIOIUI OJMHAKOBYIO CUJIY C IOAJIMHHUKOM. 10 IPOUCXOXKACHUIO — TOKYMEHTHI
KJIacCcU(UIUPYIOTCS Ha CIyKeOHbIe, TOATOTOBICHHbBIC HA TPEANPHUATUSAX, B OPTaHU3ALMAX, U JTUYHBIC
MUChbMa TPaXKJIaH C U3JIOKEHUEM a0, MPeIOKEHHA, TPOCHO; IO CPOKaM XpaHEHHS — TOKYMEHTBI
JENATCSA Ha JOKYMEHTHI IIOCTOSIHHOTO M JOKYMEHTBI BpDEMEHHOTO XpaHEHUs. [JOKyMEHThl BpEMEHHOTO
XpaHEHUs, B CBOIO OUepelb NOAPA3IEISIIOTCS Ha JOKYMEHTHI cO CpokoM xpaHeHus 10 10 jert, u cBpime 10
JIeT; TIO CTETIeHU 00s3aTeIbHOCTH — JOKYMEHTHI OBIBAIOT MH(OPMALIMOHHBIE, COAEPIKAIINE CBEICHUS U
(axThl 0 IPOU3BOACTBEHHON M MHOM JESITEIbHOCTH OPTaHU3aLUi, U IUPEKTUBHBIE — 00s3aTeNIbHbIC TS
WCTIOJIHEHUSI, HOCSIIIUE XapaKTep I0pUINUECKON WIN TEXHUYECKONH HOPMBI; IO CTETIEHN YHU(DHUKAIIMY —



IIpakTH4Yeckoe 3aHATHE.
Bomnpocs! 115 o0cyxaeHus1:
1.Yro BKiIIOUAET B ceOsi MOHATHE JOKYMEHT?
2.HazoBute ocHOBHBIE QYHKITUU JOKYMEHTa. Yem XxapakTepusyeTcs Kaxaas QyHKIs?
3.KakumMu HOpPMATUBHBIMU JOKYMEHTAMH pPETJIAMEHTHPYIOTCS OCHOBHBIE TEPMHUHBI B  00JacTH
JIeJIONIPOU3BOICTBA?
4. Ha3oBuTe COBpEeMEHHbBIE BU/IbI HOCUTENEH HHpOpMaLu?
5. KakuMm 3akOHOM YCTaHaBIMBAETCS MIPABOBOM pEXHUM CO3/[aHUSA, XPaHEHHs] W HCIOJIb30BAHUA
WH()OPMAITMOHHBIX PECYPCOB?
6. UeM oTiMyaeTcsi JOKyMEHT JJMYHOTO MPOUCXOKIEHHS OT O(PUIINATIBFHOTO JOKYMEHTa?
7. YTto 00yCcnaBIMBaeT IOPUANYECKYIO CHITY O(HUIIMAIBLHOTO JOKYMEHTa?
8. Kak menstorcs neiictBust GyHKIUN BO BpeMeHU?
ITucsMeHHOe 3a1aHue:

Brimucare Tepmunbl:  FOpuauueckas texHuka, FOpunnueckunit nokymeHT, HopMaTuBHBINA MPaBOBOM aKT,
3akoH, [Tog3akonnsiii akt, [IpaBoTBOpUecTBO, 3akoHOAATENHCTBO, CTaauM 3aKOHOAATENIBHOTO Ipolecca,
AKT TONKOBaHMS TipaBa, [IpaBompumenutTenbHbI akT, Kommdukanms, Koncommmamwms, WMukoproparus,
[TpaBonprUMEHUTEIBHBIN MPOIIECC U €r0 OCHOBHBIEC cTaauu, Cy1eOHBIN aKT.

3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
VYrnyOneHHOe N3yYeHHE MAaTepUAIOB TEMBI.

Tema 2. IlpaBuna noaroroBku u ogopmiienust 1okymeHnTon (I1K-3)
Jlexknus.



[Tox opopmieHrEM JOKYMEHTOB IOHUMAETCS COOMIOIEHHE B XOJI€ UX COCTABICHHS, IOATOTOBKH,
Iepernevyarky, CONIaCOBaHMs, yA0CTOBEPEHNUS, IIEPECHUIKH B YIIPABIECHUYECKUX allllapaTax yupexaeHun
(opranmM3zanuii ¥ NpeanpusATH) TpeOOBaHH, YCTAHOBJICHHBIX B 3aKOHOAATENILHBIX aKTaX U
HOpPMaTUBHO-METOANYECKHX JOKyMeHTax Poccuiickoil ®deneparuu. OCHOBHBIE ITpaBUIIa COCTABICHUS, U
oopMmiieHns yIIpaBIeHUECKUX JOKYMEHTOB 3aKpEIUICHBI B ICUCTBYIOIIMX B HAacTosIIee BpeMs B Poccun
00IIerocy1apcTBEHHBIX HOPMATUBHO-TEXHUUYECKUX JJOKYMEHTaX — TOCYJapCTBEHHBIX CTaHapTaXx,
KOTOPBIE SIBIISIFOTCSI OCHOBOH ISl KOHKPETH3aIMK PaBuiI paboThl ¢ JOKyMEHTaMH B K10 OpraHu3alu,
UX YTOYHEHHUS C YUETOM CIeUU(UKHU ee JesITeTbHOCTH, TEXHOJIOTHMH JOKYMEHTHPOBAHUS, YCIOBUH paboThI
yhpaBjeHYeCcKoro anmnapara. Ha ocHOBE 3akOHOATENbHBIX, HOPMATUBHBIX U HOPMATUBHO-METOINYECKUX
JOKYMEHTOB Ka)J10€ yupeKIeHue (opranusanus, pupma) ycTaHaBIUBaeT CBOU TpeOOBaHUs K paboTe ¢
JOKYMEHTaMH U yCTaBe (II0JIOKEHUH ), peIIaMEHTaX, IPaBUiIaX, MHCTPYKLUAX. B HUX 3aKkperusiroTcst
KOHKPETHBIE MTPaBUiIa JOKYMEHTUPOBAHHS, B TOM YHCIIE: TIpaBa U 00SI3aHHOCTH JJOJDKHOCTHBIX JIUII,
OT/IETBHBIX COTPYAHHUKOB B IpOLEAypax 0QpopMIIeHHS JOKYMEHTOB; COCTAaB IPUMEHSIEMBIX B arrapare
yIPaBIEHUYECKUX JOKYMEHTOB; KOMIIETEHIUS PyKOBOIUTEIS, €0 3aMECTUTENIEN U PyKOBOJIUTENIEH CPETHETO
3BEHA, UX [IPaBO HA U3JJAHKUE PA3IMYHBIX BUJOB PACHIOPSAUTEIbHBIX JOKYMEHTOB; OPAIOK IMOANNCAHUS,
COIVIACOBAHMS ¥ BU3UPOBAHUS JOKYMEHTOB, UX [loMo)keM Hamucarh paboTy Ha aHAJIOTUYHYIO TEMY
[Tony4uTh BHIMOTHEHHYIO paOOTy MM KOHCYJIBTAIMIO CIICIAIUCTA [0 BallleMy Y4eOHOMY IPOEKTY
3aBEpEHHUE MeYaThlo; 00sI3aTeIbHbIe TPEOOBaHUS K O()OPMIICHHUIO U MOPSAOK PAOOTHI C TOKYMEHTAMHU.
He3zaBucumo ot crioco6a TOKyMEHTHPOBAHHS U BU/1a HOCUTEIS K JOKYMEHTaM, UCTIOIb3yeMbIM B
yTpaBIIEHUYECKON AEATEIbHOCTH, IPEABSABISIOTCS CIEAYIONINEe OCHOBHBIC TpeOOBaHM: oOecreueHe
IOpUANYECKON CHUJIBI JOKYMEHTA; CO3JaHUE YCIOBUM AJIsl OIEPAaTUBHOIO UCIIOJIHEHUS JOKYMEHTOB;
BO3MOYKHOCTb OIIEPATUBHOIO ITOMCKA IOKYMEHTOB (UCIIOJIb30BAaHUS UX B CIIPABOYHBIX LIETISAX); BOZMOKHOCTb
MCTIOJIBb30BaTh ISl CO3JJaHHs, KOMUPOBAHHUs, OOpPAOOTKH TOKYMEHTOB CPEJICTBA OPTaHW3aLlMOHHOM TEXHUKH.
JleiicTByIO1IME TOCYJapCTBEHHBIE HOPMAaTUBHO-TEXHUYECKNE JOKYMEHTHI IIPEAHA3HAYEHBI TAKXKE [
o0ecredeHns1 KaYeCTBEHHOTO BHEIIIHET0 BU/IA IOKYMEHTOB. [ 3TOro B CTaHAAPT BKIIOYCHBI
PEKOMEHAALNH 10 PACIIOJI0KEHHUIO PEKBU3UTOB HA I0JI€ JOKYMEHTA U UX PALIMOHAIBHON KOMIIOHOBKE.
Cpenu pa3HOOOpa3HBIX CUCTEM YIPaBICHUYECKONW JOKYMEHTAIMH, UCTIONB3yEMBbIX JIJIsl TOKYMEHTHPOBAHHUS
Pa3NUYHBIX yNPaBIEHUYECKUX JIeHCTBUNA, 0c000€ 3HaYEHUE UMEET CUCTEMa
OpraHMU3alMOHHO-PACIOPSAUTEILHON JOKYMEHTAIMH, TaK KaK BXOJSIINE B HEE JOKYMEHTHI IPUMEHSIOTCS
B YUPEXKICHUSIX U OpraHU3alMaX BCEX YPOBHEH ynpaBlieHUs, HAPaBJICHUH AeSTeTbHOCTH U (hOpM
COOCTBEHHOCTH. {711 CUCTEMBI OpraHU3alMOHHO-PACTIOPAIUTEIBHON TOKYMEHTAIIUN YCTAHOBIIEH COCTaB
PEKBU3UTOB, BKIIIOUAIOIINN 29 HAMMEHOBaHUA.

IIpakTH4eckoe 3aHATHE.
Bomnpocs! 115 o0cyxaeHus :
Knaccudukanus ynpaBieHUECKON TOKyMEHTaIUH.
OcHoBHbIE TpeOOBaHUS, TPEABIBISIEMbIE K 0POPMIICHUIO JOKYMEHTAIIUH.
brnanku JOKYMEHTOB U MX BUJIBI.
TpeboBaHus, IpenbsBIsIeMble K TepOOBBIM OJTaHKaM.
[MonsTue u 3HaueHue hopmymsapa-odpasia.
PexBU3UTHI U UX BUBL.

o

Pacnonoxenue PCKBU3UTOB U UX 3HAYCHUC.

ITucsMeHHOe 3a1aHue:
1.  CoctaBbTe CIIOBAPUK OCHOBHBIX TEPMUHOB MO U3y4aeMOM TEME.
2. CocraBbTe aBTOOHOTpadHIO

3. CocraBbre Tabmuiy: [Ipremsl opuInydecKoil TEXHUKH, MPUMEHEHHBIC TTPU 0(POPMIICHUH TOKYMEHTOB
B OpraHax UCHOJHHUTEIbHOM BIACTH.

4.  CocraBbTe cXeMy: DTarnbl BHEIPEHUS IIEKTPOHHOTO JTOKYMEHTOO00OpOTa B OpraHax MCTIOTHUTEIHLHOM
BJIACTH.

3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
1. CocraBbTe XapaKTEpUCTUKY
2. CocraBbre aBTOOHOTPAUIO



Tema 3. DjieKTpOHHASI JOKYMeHTANUsA: onpenejenre u ocodoennoctu. (I1K-3)
Jlekumus.

JIOKyMEHT SIBIIIETCS. OCHOBHBIM CIIOCOOOM MpecTaBlieHus: HHGOpMAIK. DIEKTPOHHBIM JOKYMEHT — 3TO
OyMa’KHBIM TOKYMEHT, BB€IEHHBII B KOMIbIOTEP 111 00paboTKu. DUHAHCOBBIE AIEKTPOHHBIE TOKYMEHTHI
MOTYT CHa0XKaThCsl SJIEKTPOHHOM MOJMUCKHI0. DIEKTPOHHBIE JOKYMEHTHI OBIBAIOT CTPYKTYPHUPOBAHHBIMU, U
TOT/Ia OHM HAXOJATCA B 0a3axX JaHHBIX, U HECTPYKTYpPHUPOBAHHBIMHU, COEPKAIIMMH TEKCThI Ha
€CTECTBEHHOM s3bIKe. B 00111eM ke MPUHATO CUUTATH MO AMEKTPOHHBIM AoKyMeHTOM (D/])
CTPYKTYPHUPOBaHHBIA HH(OPMAIIMOHHBII O0OBEKT, B COOTBETCTBUE KOTOPOMY MOXKET OBITh MOCTaBICHA
COBOKYMHOCTH (haiijIoB, XpaHAIIMXCS HAa HAKOTUTENNe KombloTepa. HeoOxonumpiM nipuzHakom D] siBisieTcs
"perucTpanioHHasl KapTodka', COCTOAIIAs U3 PEKBU3UTOB JJOKYMEHTA, COAEPKAIIUX NIEPEUCHb
HE0OXOMMBIX TaHHBIX 0 HEM. COIIacCHO 3aKOHOJATEIbCTBY, JEKTPOHHBIM SIBISETCS TOKYMEHT, B KOTOPOM
uH(popMaIus IpecTaBlieHa B 3IEKTPOHHO-IIU(PpoBO hopMe. DNEKTPOHHbBIE JOKYMEHTHI MOKHO Pa3/IeiIUTh
Ha JIBa OCHOBHBIX THUTIA: He(popMaTr30BaHHBIC (MPOU3BOIBHBIC) U CITYKEOHBIC (OQHUITHATBLHBIC).
HedopmanuzoBaHHBIH 3JIEKTPOHHBIN TOKYMEHT — 3TO JIF000€ COOOIIEHHE, 3aMCKa, TEKCT, 3alTMCaHHBINA Ha
ManIMHHOM Hocutene. [1oa ciry:keOHBIM ANIEeKTPOHHBIM IOKYyMEHTOM MMOHUMAETCS 3allUCaHHOE Ha
MalIMHHOM HOCHUTEJE EKTPOHHOE COOOIEHNE, PEKBU3UTHI KOTOPOTO 0(OPMIIEHBI B COOTBETCTBHH C
HOPMaTUBHBIMU TPEOOBAHUSIMH.

IIpakTH4Yeckoe 3aHATHE.
Bomnpocs! 115 o0cyxaeHus :
1.Opranuzanus 3MeKTPOHHOTO JOKYMEHT0000pOoTa.
2. UadopManimoHHOCIIpaBOYHAS TOKyMEHTAITHS.
3.OneKTOPOHHBIE TOKYMEHTHI
4.CnyxeOHast IepernucKka

IInceMenHoe 3aganue:
1. CocraBure Ciry>KeOHYIO 3aIUCKY.

2. HanumuTe, B 4eM 3HaUY€HUE ONTHUMH3AIUU JOKYMEHTOOOOPOTa B OpraHax MCIOJHUTEIbHON BIACTH IS
OCO3HAHMS COLMAJbHOW 3HAYUMOCTH CBoeil Oyayumieil mnpodeccuu, MNpPOABIECHUS HETEPIUMOCTH K
KOPPYIIIMOHHOMY MOBEJECHUIO, YBAKUTEILHOTO OTHOIIEHHEM K IPaBy M 3aKOHY, OOJIaJaHUs 1OCTAaTOUYHBIM
ypoBHEM IpoheCcCHOHAIBHOTO MPAaBOCO3HAHMUS.

3anaHus AJ51 CAMOCTOSITeILHOI padoThI.
1.Kakue cymecTByIOT MpaBuiia MOATOTOBKH TEKCTOB IOPUINYECKUX TOKYMEHTOB.

Tema 4. Undopmaruzanus cynednoii nesreabnocru (I1K-3)

Jlekuus.
[Ton nadopmaruzanueii cyaeOHON AeATETLHOCTH CIEIyeT MIOHUMATh OPTraHW30BaHHBIN MTPOIIECC
MIPOEKTUPOBAHHUS, CO3/IaHUS U IKCIUTyaTalluu HHPOPMAIIMOHHBIX cUcTeM ((hOpMUPOBaHUS TPABOBBIX
pPECypCoB, CPEACTB MX 0OPaOOTKH M UCIIOIB30BAHUH) B IEJISIX MOBBIMICHHS 3PGEKTUBHOCTH M KaueCTBa
paBoCyausi. DIEKTPOHHBIN OOMEH TaHHBIMU — 3TO PEATbHOCTh, C KOTOPOM CETOAHS CTAaJIKUBAETCs
MPaKTHUECKH Kakblii. TH(OpMamoHHbIE CHCTEMBI, KOMITBIOTEPHBIE CETH, AIMEKTPOHHAS 104Ta — BOT
JIaJIeKO HE MOJHBIN MepeyeHb TeX CPEICTB, C TOMOILBIO KOTOPHIX MTPOUCXOIUT OOMEH JaHHBIMU B
AIIEKTPOHHOM BHjI€. Mcnoab30BaHie CHUCTEMBI AIEKTPOHHOTO IOKYMEHTOO00pOTa MO3BOJISIET OPraHU30BaTh
nepegavy JaHHBIX O XOJI€ UCTIOHEHUS JOKYMEHTOB B AJIEKTPOHHOM BHUJIE, YTO KaYE€CTBEHHO MEHSET
OpraHMU3aIMI0 KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB. TO €CTh OCHOBHBIM HOCHUTENIEM HH(OPMaIlMU BBICTyAET
AIIEKTPOHHBIN IOKyMEHT, BCIOMOTaTEIbHBIM — OyMa)XHbI JOKYMEHT, @ UCIIOTHUTENISIMU MPEIIHUCaHHBIX
MHCTPYKUUHN SBISIOTCS YEJIOBEK, KOMIIBIOTEP U KOMIIbIOTEPHAs CETh

IIpakTH4eckoe 3aHATHE.
Bomnpocs! 115 o0cyxaeHus :
1.Opranusanus J0KyMeHTo00O0poTa.
2.0Opranuzanus 10CTaBKU JOKYMEHTOB.

10



3. DAEeKTpOHHBI 0OMEH JaHHBIMHU.

4. Peructpanusi BXOIAUIMX B OPraHHU3alMI0 JOKYMEHTOB, HCXOASIIMX W3 OpPraHu3aldd JOKYMEHTOB U
BHYTPEHHHUX JIOKyMEHTOB.

5. Yder pe3oironuii, BBIAAHHBIX M0 JOKYMEHTaM PyKOBOJICTBOM OpraHHM3aliH, U TOCTAHOBKA JOKYMEHTOB
Ha KOHTPOJb.

6. LlenTpanu3oBaHHbBI KOHTPOJIb UCIIOJIHEHUS IOKYMEHTOB;

CIHUCaHKe JOKYMEHTOB B JIEJO.

7. Benenne nHGOpMaIMOHHO-CIIPABOYHON PaOOTHI;

(dhopMupoOBaHUE AETONPOU3BOICTBEHHBIX OTYETOB IO OPTaHU3AINH B 1IETIOM

IIncbMeHHOE 3a7aHueE:
1. CocTaBbTe KapTOUKH 3apETUCTPUPOBAHHBIX [IEHTPATIU30BAaHHO JOKYMEHTOB .
3anaHus AJ151 CAMOCTOSITEILHOI padoThI.

VYriryOnenHoe m3ydeHue «lIpuMepHOW HMHCTPYKIMH TIO JIEJOTPOM3BOACTBY B TOCYIAPCTBEHHBIX OpraHax
yrpasieHus: oopazoBanueM cyonekToB Poccuiickoit @eneparum» (yrB. Munoopaszoanuem PO 06.05.2002)

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHbIE CPEICTBA
4.1. Pactipenenenue 0auioB:
banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
IIucsmeHnHoOe 3a1aHueE

Tema 1. [TonsiTue, 1enb, obmIMe TPEOOBAHUS K CO3IaHUIO TOKYMEHTOB

Brimucare Tepmunbl:  FOpuauueckas texHuka, FOpunnueckuit nokymeHT, HopMaTuBHBINA MPaBOBOM aKT,
3akoH, [lTog3akonnsiii akt, [IpaBoTBOpUecTBO, 3akoHOAATENHCTBO, CTaauy 3aKOHOAATENIBHOTO Ipolecca,
AKT TONKOBaHMS TipaBa, [IpaBompumenutTenbHbI akT, Kommdukanms, Koncommmamwms, WMukoproparus,
[TpaBonpUMEHUTEIBHBIN MPOIIECC U €r0 OCHOBHBIEC cTaauu, Cy1eOHBIN aKT.

Tema 3. DnexTpoHHas! JOKYMEHTAIHSI: ONPEISICHUE U OCOOCHHOCTH.
1. CocTaBute CIyKEOHYIO 3aITHCKY.

2. HamumuTe, B YeM 3HaUY€HHE ONTHUMM3AIUN TOKYMEHTOO0OPOTa B OpraHax MCHOJIHUTEIBHONW BIACTH TS
OCO3HAHMs COIHMAJBbHOW 3HAYMMOCTH CBOeil Oynymiedi npodeccuu, NPOSBICHUS HETEPIUMOCTH K
KOPPYNLMOHHOMY MOBEICHHIO, YBAXUTEIHHOTO OTHOLICHHEM K TpaBy M 3aKOHY, OOJIaAaHuUs 10CTATOYHBIM
YpOBHEM PO ECCHOHAIBHOTO IPABOCO3HAHUSI.

Tema 4. UndopmaTu3zarus cyneOHON AeSITETbHOCTH
1. CocTaBbTe KapTOUKH 3apETUCTPUPOBAHHBIX IICHTPAIN30BAHHO JOKYMECHTOB .

IInceMenHoe 3a1anue

Tema 2. IIpaBuna moaroTroBKu u 0ohopMIICHHUS JOKYMEHTOB
CocraBbTe ClI0OBapUK OCHOBHBIX TEPMHHOB 110 U3y4aeMOM TEME.
CocraBbTe aBTOOMOTpadUIo
Cocrasbre Tabnuity: [IpueMsl 10puIMUecKOl TEXHUKH, TIPUMEHEHHBIE ITPU 0(OPMIICHHH TOKYMEHTOB
B OpraHax HUCIIOJIHUTEIHHON BIIACTH.

wN =

4.  CocraBbTe cxeMy: DTarbl BHEJPEHUS 3JIEKTPOHHOTO JOKYMEHTO000POTa B OpraHax MCHOJIHUTEIbHON
BJIACTHU.
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12
ColecenoBanue

Tema 1. IlonsiTue, nenp, o0mue TpeOOBAHMS K CO3aHUIO TOKYMEHTOB
1.Yro BKiIIOUAET B ceOsi MOHATHE JOKYMEHT?
2.HazoBute ocHOBHBIE QYHKITMU JOKYMEHTa. Yem XxapakTepusyeTcs Kaxaas QyHKIs?

3.KakuMu HOpPMAaTHBHBIMH JIOKYMEHTAMH pPEIJIAMEHTUPYIOTCS OCHOBHBIE TEpPMUHBI B 001acTu
JIeJIONPOU3BOICTBA?

4. Ha3oBuTe COBpEeMEHHbBIE BUIbI HOCUTENEH HHpOpMaLUu?

5. KakuMm 3akOHOM YCTaHaBIMBACTCS TIPABOBOM pEXHM CO3JAaHUS, XPAaHCHHS M WCIIOIb30BaHHS
WH(pOPMAITMOHHBIX PECYPCOB?

6. UeM oTiiMyaeTcsi JOKyMEHT JIMYHOTO MPOUCXOKIEHHS OT O(PUIINAIBFHOTO JOKYMEHTa?
7. YTto 00ycnaBIMBaeT IOPUANYECKYIO CHITy O(HUIIMAIBLHOTO JOKYMEeHTa?
8. Kak menstorcs neiictBust GyHKIUNA BO BpeMeHU?

Tema 2. [IpaBuna moaroTroBKu u 0ohopMIICHUS JOKYMEHTOB
Knaccudukarus ynpapieHYecKoil TOKyMEHTaLUH.
OcHoBHbIE TpeOOBaHUS, TPEIBIBISIEMbIE K OPOPMIICHUIO JOKYMEHTAIIHH.
bianku AOKYMCHTOB U UX BUJBI.
TpeboBaHus, IpenbsBIsIeMbIe K TepOOBBIM OJTaHKaM.
[TonsTue u 3HaueHue hopmymnsapa-odpasia.
PexBU3UTHI U UX BUIBL.

o

Pacnonoxenue PCKBU3UTOB U UX 3HAYCHUC.

Tema 3. DnexTpoHHas! JOKYMEHTAIHSI: ONPEIEICHUE U OCOOCHHOCTH.
1.Opranu3zarus 3JeKTPOHHOTO TOKYMEHTOO0O0pOTa.
2. UndopmanmoHHOCTIpaBOYHAS IOKYMEHTAIIUS.
3.21€eKTOPOHHBIE TOKYMEHTBI
4.CnyxeOHast Iepenucka

Tema 4. UndopmaTu3zarus cyeOHON AeSITETEHOCTH
1.Opranu3zarust JOKyMEHTO000poTa.
2.0OpraHusanus 10CTaBKH JOKYMEHTOB.
3. DNEeKTpOHHBIN OOMEH JaHHBIMHU.

4. Peructpanus BXOIALIMX B OpPraHU3alUI0 JOKYMEHTOB, MCXOASIIMX W3 OpPraHu3alud JOKyMEHTOB U
BHYTPEHHUX JIOKYMEHTOB.

5. Y4er pe3onrouuii, BBIJAHHBIX 10 JOKYMEHTaM PYKOBOJICTBOM OpraHU3allMM, U IOCTAHOBKA JOKYMEHTOB
Ha KOHTPOJIb.

6. LlenTpanu3oBaHHBIN KOHTPOJIb UCIIOJIHEHNS JOKYMEHTOB;

CIIMCaHHUE JOKYMEHTOB B JIEJNO.

7. Benenue nH(popMalmOHHO-CIIPABOYHON PabOTHI;

(GbopMHpOBaHUE 1EIONPOU3BOACTBEHHBIX OTYETOB 10 OPraHU3ALNHU B LIEJIOM

4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIUIUIMHE POBOIUTCS B popMe 3adeTa

Tunosblie Bonpockl 3auera (ITK-3)
1. IlonsiTve OKyMEHTA.
2. OCHOBHBIE MPU3HAKHU U CBOMCTBA JOKYMEHTA.
3. OyHKIHMH TOKYMEHTA.



4. FOpuauueckas cuiia J0KyMEHTA.

5. 3HaueHue AOKyMEHTOOOOpOTa W JOKYMEHTHpPOBaHHMS B OpraHu3allid ammapara rocygapcrsa. 6.
HopMmaTtuBHO-TIpaBOBbIE JTOKYMEHTHI, PETIaMEHTHPYIOIINE MPOLECChl JOKYMEHTHPOBaHHUS B OpraHax
MCIIOJTHUTENbHOM BIIACTH.

7. Buzpl O1aHKOB, TPUMEHSIEMbIX OPTaHU3AIMSIMH.

8. PexBu3UTHI, (OpMUpYIOUIHE TOKYMEHTHI U OJIaHKM B JI€JOMPOU3BOACTBE OPraHOB HCIIOJHUTEIHHON
BJIACTH.

9. [IpaBuna opopMieHUs JaThl B JOKYMEHTE.

10. Iopsinok opopmieHus peKBU3UTa «Aipecar.

11. CrtocoObl yTBEPKICHUS TOKYMEHTOB.

12. Yto orpaxaercs B pezomtonnu? KakoB mopsaok ee opopmiieHus?

13. IIpaBuna oopMIeHUS TPUITIOKECHHSL.

14. Oopmnenue noanucu B NUCbME, aKTe, IIPOTOKOJIE.

15. lns wero Heob6xomuma oTMETKa 0 3aBepeHnn konuu? CrocoOsl ee 0hopMITCHHUS.
16. Buas! neuareil. [IpaBuiia npocrasnenus nedartu B pekBusnure «lloanucey»?

17. s wero Heobxonumo cormacoBanne nokymenTa? Kak opopmirsitores rpud v BU3a corimacoBaHus?
18. Kakue cBeneHNs yKa3bIBalOT B CIIPABOYHBIX JAHHBIX?

19. Y3 yero cocTouT perucTpaloOHHbIN HOMEP UCXOAIIETO TOKYMEHTA.

20. IlepeuncauTe 3Tansl MOArOTOBKH IIPUKA3a.

21. Kakue TpeboBaHMs MPEABABISIOTCS K TEKCTY MUChMa?

22. Kakue BuAbl JOKYMEHTOB OTHOCSTCS K OpPraHHU3allMOHHO-PACIIOPSAUTENBHBIM JOKyMeHTaM? 23. Jlns
4ero HeoOX0UM MPOTOK0I? OCOOEHHOCTH ero 0(OpMIICHHS.

24. Kakue BUBI COCTABIIAIOT TPYIIY CHPAaBOYHO-MH(POPMAIIIOHHBIX JOKYMEHTOB?

25. Yro orpaxaet akt? [IpaBumna ero opopmieHwus.

26. Kakue TpeOGoBaHUS MPEIBSIBISIOTCS K CIIy>)KEOHBIM U JOKIAIHBIM. 3anmuckamM? B dem 0cOOEHHOCTH X
oopmnenus?

27. OcHoBHbIe TpeOOBaHUS K 0(POPMIIEHHUIO CITy>KeOHBIX nuceM. Kakue pa3sHOBUAHOCTH MUCEM BbI 3HaeTe?
28. Uro Takoe T0KyMEHTOOOOpOT

29. OcHOBHBIE MTpaBHJIa NEKTPOHHOTO TOKYMEHTOO0O0POTA.

30. Kakue TpeOoBaHUs MPEABSIBISIIOTCS K TIEPBUYHON 00pabOTKE BXOIAIINX TOKYMEHTOB?

31. DTansl JOKYMEHTHUPOBAHMS.

32. Ilepeuncnure 3Tanbl paboThl ¢ BXoAsmuUMH AokyMeHTamu. 33. Kakue TpeGoBaHUS NPEIBABISIOTCS K
00paboOTKe UCXOMSIINX JOKYMEHTOB?

34. IloHsTHE 1 OpraHU3aIMsl HOMEHKJIATYPhI €.
35. lloHATre 1 3HaUEHUE AIEKTPOHHOTO TOKYMEHTOO00POTA.

Tunosble 3axanus s 3a4era (IIK-3)
He npenycmotpeHo.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTECTALMKI

€CKpUITOPLI (YPOBHU) — OCHOBHBIE IIPU3HAKHA OCBOEHUS (IIOKa3aTeIn
Orenka Kommerenmu HAeckp pEL (YP ) P (
TOCTHKCHHUSI PE3yJIbTaTa)
«3a4TEHO» [1K-3
«HE 3aU4TEHO) IIK-3

5. MeTonnueckue ykazaHusi AJis1 00y4al0IUXCS 10 OCBOCHUIO M CHUILIHHBI (MOLYJIS)
5.1 MeTtoandeckue yka3aHus IO OPTaHU3AIUN CaAMOCTOSTEIBHOM PabOThI O0YUYaIOIIUXCSI:

[Tpuctynas K M3Y4YEHUIO AMCLUMIUIMHBI, B TEPBYIO oO4epenb OOy4aroUMMCS HEOOXOIUMO O3HAKOMHTHCS
copepkanueM paboueit mporpammbl nuctmiuinabl (PIT[), xotopas ompexpensier coiep:kanue, oObeM, a
TaKKe MOPAIOK N3yUEHHsI U TIPENoAaBaHus y4eOHOU AUCIUIUINHBI, €€ pa3/elia, YacTH.
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Jlnist caMOCTOSTENbHON pabOThl BaKHOE 3HaUECHUE UMEIOT paszieibl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauueckoe U HH(popMaIMoHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruanbHO-TEXHUIECKOe
obecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conep)kaHWe IUCIMIUIMHBD) YKa3bIBAIOTCA BCE pasfelbl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAKXKEe BUJBI 3aHATHH U TNIAHUPYEMBbI 00bEM B aKaJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe ©  HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
pexoMeHayeMasi OCHOBHAs U IONIOJIHUTEIbHAS JINTEPATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne IUCLHUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COAEPKUTCS MEpeuyeHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
JUCLUIUINHBL.

5.2 Pexomennanuu o0y4aromumcs o padbore ¢ TEOPETHUECKUMHU MaTepHallaMu 110 TUCIUILIIMHE

[Ipu uzyyennu u npopaboOTKe TEOPETUUECKOr0 MaTepHaa HeoOX0AUMO:

- IPOCMOTPETH €IlIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYEeTOM PEKOMEHJOBAaHHOM IOMOJIHUTEIbHOU
JUTEPaTyphl;

- IIPY CAMOCTOSITEIBHOM M3YyYE€HHH TEOPETUYECKOM TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHBIE
B PII/] ucrounuku, npodeccrnoHasibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTH Ha BOIIPOCHI JJIsl CAMOCTOATEIILHON pabOoThI, TTO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenpanuu no pabote ¢ Hay4HOH 1 yueOHOM JuTepaTypoit

PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JHMTEPaTYpOl SIBISETCS IIaBHOM (POpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKIIUH.

KoHCHeKT JIeKnu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKd BbIIa4uH
NPe3eHTAlUi JIGKIUH WM B OTACNIBHOW TeTpaau mo mpeaMery. OH JODKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBETHl HA KaX/bIi TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpa, HAa3BaHMS W TOJA HU3AAHUS HCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoXeT ObITh ONOpPHBIM (COAEpXkAaTh JUIIb OCHOBHBIC KIIIOUYEBBIC MO3MIMH), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BHJIE NPOCTOr0 WIM pPa3BEPHYTOrO IIaHa (co31aBaTh IEPEUYECHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011eHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeH1a1tuy MO NOATOTOBKE K OTAENIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CobecenoBanue MpenrnoyaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH 10 BOIpPOcam
MPAKTUYECKOTO 3aHATUS C LEJbl0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1I.

YCTHBIE OMpPOC MOXKET TMPUMEHATHCS B pas3audHbIX (Qopmax: (PpoHTAIBHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIJIEIKAIIETO OIICHKE:

- MPaBWJIBHOCTh OTBETA 110 COAECPIKAHUIO;

14
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- IOJIHOTA U TITyOWHA OTBETA;
- CO3HATENIbHOCTh OTBETA;
- IOTUKa U3JI0KECHUS MaTepuaa;
- PalMOHAJILHOCTh UCIIOJIb30BAaHHBIX IIPUEMOB U CTIOCOOOB PEIIEHUS TOCTABIEHHONW yueOHO! 3a1auu;
- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISAIHBIX MOCOOMH U TEXHUYECKUX CPEICTB IPH
OTBETE;
- HCTIOJIb30BaHHUE JIOTIOTHUTEIBHOTO MaTepHaa;
- palMoOHAJIBLHOCTD UCIIOB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/1aHuE.
YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTABIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATHUSA. [IpH BRICTYIUIEHHH ¢ Mpe3eHTanueid HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKWe MOMEHTHI KaK:
- colep)KaHUE TPE3CHTALMU: aKTyaJlbHOCTh TEMbI, IOJIHOTA €€ PACKPBITHA, CMBICIOBOE COMAEp)KaHUE,
COOTBETCTBHE 3asBJIEHHOM TEMbI COJIEP)KaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COACpPaHUS U JIMTEPATyphl), MpaKTUUeCcKas HaNpaBiIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aeKBaTHOCTh MCIOIb30BAHMSI TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauam,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTDH MPE3EHTYEMOT0 MaTepuara;
- odopMiieHHE TMpe3eHTAMU: 00bheM (ONMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIUYHE U
COOTBETCTBHE TpaUKd U aHUMAIMHU, 3ByKOBO€ OQOpMIIEHHE, CTPYKTypUpOBaHHE HUHOpMAIH,
COOTBETCTBHE 3asBICHHBIM TpPEOOBAaHUSM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeibl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;
- TMYHOCTHBIE KaueCcTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE pErIaMeHTa, SMOIMOHAIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpOBaHHbIE, INTyOOKKE U MOIHBIE 3HAHUS 110 BCEM pa3JiesiaM MporpaMMbl:
- coepXaHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, pacKpbITUE TEMBbl, JIOCTYIHOCTh
uznoxkenus, d3PpdextuBHoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHs JIOCTHXKEHHUSA
pPEe3yNBTaTUBHOCTH W 3(P(EKTUBHOCTH U1 BBIMOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeIbHOCTH, JJ0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBO/IbI.

6. YueOHO-MeToANYecKOe U MHPOPMALIMOHHOE 00ecnieyeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:

1. Cremanoga, E. H. Cucrema 31eKTpoHHOTO JOKYyMEHTO000poTa (0bauyHoe pelieHue) : yueOHoe mocoodue.
- Bech cpok oxpanbl aBTOpCKOrO npasa; CrcreMa JIeKTPOHHOTO JOKYMEHTO000poTa (00/IauHOe pelieHue).
- Mocksa: A#t Ilu Ap Menua, 2021. - 182 c. - Tekcr : anekrponnsiii / IPR BOOKS [caiir]. - URL:
http://www.iprbookshop.ru/101357.html

2. KysmenmoB WM. H. [okymeHTarmoHHoe oOecreueHre ympaBieHus. JloKyMeHTooOOpoT U
JIEIOTIPOU3BOICTBO : YUEOHUK U MIPAKTUKYM JIJISl BY30B. - Iep. U A01r; 3-¢ u3M.. - Mocksa: FOpaiiT, 2021. -
461 c. - Teker : anexrpouusiii // DBC «FOPAWT [caitr]. - URL: https://urait.ru/bcode/468462

3. Komprimikuna T. b., Hyctura . B. [lenoBbie KOMMYyHUKAIUU, JOKYMEHTOOOOPOT U JEIONPOU3BOICTBO :
Y4eOHoe mocoOue st BY30B. - HCIp. U Jom;, 3-¢ u3d.. - Mocksa: FOpaiit, 2021. - 145 c. - Tekcr :
snextpouHsiii // DBC «FOPAWT [caiit]. - URL: https://urait.ru/bcode/468074

6.2 JlononHUTENbHAS JIUTEPATYpA!

1. bapanos B. M., KonokonoB H. A., bapanosa M. B., UcakoB B. b., Tonctuk B. A., Ilapdpenor A. B.,
MocxkanskoBa T. H., Uepuukos B. B., [lIabypoB A. C., [Tnetaukos B. C., Cuunkuii B. A., Typanun B. 1O.,
I'ybaera T. B., Kaprun K. B., Kones A. H., JlaBeimoBa M. JI., Hukutua A. B. FOpuaundeckas TexHuka :
Vue6uuK st By30B. - Mocksa: FOpaiit, 2020. - 493 c. - Texcr : anexrponsiii // DBC «IOPAWUTY [caift]. -
URL: https://urait.ru/bcode/455519

2. Topoxosa C. C. FOpunnueckas TeXHUKA : YUECOHUK U MPAKTHKYM JJIs By30B. - TI€p. U JOII;, 2-€ U3I.. -
Mocksa: FOpaiit, 2021. - 311 c. - Tekcr : osmextponnsii / DBC «MOPAWUT» [caiit]. - URL:
https://urait.ru/bcode/469165
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3. Komapor C. A. Obmas Teopusi rocyapcTBa H npapa : Y4eOHHK AJs By30B. - UCHpP. U J01; 9-€ u3d.. -
Mocksa: HOpaiit, 2021. - 506 c. - Tekct : snekrponnsii // OBC «HOPAUT» [caiit]. - URL:
https://urait.ru/bcode/472293

4. Jlyzuna T. B., PemetaukoBa C. C. OcHOBBI JOKYMEHTOOOOPOTa B TAMOXKEHHBIX opraHax B 2 4. Yactp 1 :
VYuebHoe mocobue mist By30B. - Mocksa: FOpaiit, 2020. - 291 c. - Teker : anexkrponusiii // 9bC «FOPAUT»
[caiiT]. - URL: https://urait.ru/bcode/452555

5. Jly3una T. B., PemernukoBa C. C. OcHOBBI JOKyMEHTOO0OOpOTa B TAMOXECHHBIX opraHax B 2 4. Yactp 2 :
YuebHoe mocobue aiist By30B. - Mocksa: FOpaiit, 2020. - 261 c. - Teker : anexrponHsiii / IBC «FOPAUT»
[caiiT]. - URL: https://urait.ru/bcode/453582

6.3 VlHble HICTOYHUKMU:
1. bubnuoreka Hay4HOU U yueOHOM nuTepatypsl - http://sbiblio.com - http://sbiblio.com

2. T'ymanurapHas  onekTpoHHas  OubOnmmoreka - http://www.lib.ua-ru.net/katalog/41.html -
http://www.lib.ua-ru.net/katalog/41.html

3. Hay4yHo-mpakTHUYeCKU IOPUANYECKUI KypHaT «AKTyallbHbIe MPOoOIeMbl poccuiickoro mpasa» - URL:
http://www.nbpublish.com/apmag/view page 231.html -
http://www.nbpublish.com/apmag/view page 231.html

4. Tlopran "I'ymanutapHoe o6pazoBanue" - http://www.humanities.edu.ru/ - http://www.humanities.edu.ru/
5. Caiir "Poccuiickas razera" - https://rg.ru/ - https://rg.ru/

6. CiioBapu u >HIMKJIONIEIUH OHIaiH - http://dic.academic.ru/

7. FOpuamnueckast 6ubnumoreka «FOpuctJIudy - http://www.juristlib.ru/ - http://www.juristlib.ru/

8. denepanbHBIi HaydyHO-TIpakTHUECKUN kypHan «FOpuct» - http://lawinfo.ru/catalog/magazines/jurist/ -
http://lawinfo.ru/catalog/magazines/jurist/

7. MaTepuaJbHO-TeXHMYeCKoe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecredyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

I[J'DI MMPpOBCACHUA 3aHATUM TI0 JUCHUITIINHEC HGOGXO,Z[I/IMO CJICAYIOIICC MAaTCpUaJIbHO-TCXHUYCCKOC
obOecrieucHue: y‘-Ie6HI>Ie ayauToOpruun Jid TIPOBCACHUA 3aHATHI JICKIUOHHOI'O M CCMHUHAPCKOT0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHbHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U IIOMELICHHUS IS CAMOCTOSTEILHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHUs] yueOHoM nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust 111 CaMOCTOSITEIbHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOW C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHrEeM JloCTyna B AIEKTPOHHYIO
nH(pOPMAITMOHHO-00pa30BaTEIBHYIO CPEy YHUBEPCUTETA.

Jlnst mpoBeeHusl 3aHATHI JICKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PY/I0BaHuS,
o0ecreYnBarole TEMaTHYECKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTHBHAS JOCKA).

JlumeH3noHHOE U CBOOOHO pacIpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICYeHHE:

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Omnepanuonnas cucrema Microsoft Windows 10

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB 11.0.08
7-Zip 9.20

Microsoft Windows 10
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3. Poccwuiickas rocynapctBeHHast Onbnuoreka: opunmanbheiii caift. — URL: https://www.rsl.ru
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4. CripaBounas npaBoBas cucrema "Koncynsrant mitoc”. — URL: http://www.consultant.ru
5. DnekrponHnas o6uomuorexka POOU. — URL: https://www.rtbr.ru/rffi/ru/library

6. ONEeKTPOHHBIN KaTrajor @yHIaMEHTaIbHON OoubmuoTeKn TTV. — URL:
https://www.tsutmb.ru/biblio/elektronnyij-katalog/
7. FOpaiit: oOpa3zoBatenbHas miardopMma, MeKTpoHHO-0nbroTeunas cucrtema. — URL: https://urait.ru

JJIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mnpernopaBaTenss M CTy[JEHTa B Ipolecce OOydeHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEUHHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTUH, HUCHOJIb3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00pa30BATEILHON CPEie YHUBEPCUTETA.



