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AHHOTALMS

VYdueOHas IUIIMIUIMHA HampaBieHa Ha (OPMHUpPOBaHHME MPOPECHOHAIBHBIX KOMIIETEHIINH,
HEOOXOJUMBIX COCTaBJIECHUS M OG(OPMIEHHS JIOKYMEHTOB B COOTBETCTBUM C TpeOOBaHHAMU
roCy/apCTBEHHBIX CTaHAapTOB. B mporecce OcBOEHUS IUCHMIUIMHBI Y CTYJEHTOB pPa3BUBAIOTCA
yHUBEpCcaJbHbIE (00IIEKYIbTYpHBIE) U MPOPECCUOHANBHBIE KOMIIETEHIUH.

1. IEJIA Y 3ATIAYA OCBOEHMS YYEFHOM JIUCIIUTLIIAHBI

Ilenpt0o ocBoeHUs y4eOHOW IUCIUIUIMHBI SIBJISETCS YIUIyOJI€HHOE H3yYeHHE ITOKyMEHTa M
CUCTeM JOKYMEHTAIlMd B WX HCTOPUYECKOM DPA3BUTHHU, TEOPETUUYECKHX M MPAKTUYECKUX MpoOiieM
CO3/MaHUsA JOKYMEHTHUPOBAHHOW WH(MOpMALUK YUYPESKICHHA OO0 OpraHU3alMOHHO-IIPABOBOMN
(b opMBL.

3agauu:

- ¢QopmupoBaHUE Yy CTyJIE€HTa HOBOTO MBIIUICHHS, OCHOBAHHOTO Ha HCIIOJIb30BAHUH
WH()OPMAIMOHHBIX TEXHOJOTUH, KOTOPhIE aKTHBHO CITOCOOCTBYIOT Pa3BHTHIO SKOHOMHMKH, ITOJTHTHKH,
rocyJapcTBa Ha OCHOBE CTaHOBJIEHUS HH(DOPMAITMOHHOTO OOIIECTRA.

- TIOATOTOBKA BBICOKOKBAIM(DHIIMPOBAHHBIX CIICIIMAJIMCTOB C HABBIKAMHU MPUMEHEHHSI CUCTEM
JIOKYMEHTO00O0pOTa B MPAKTUUYECKOW NEATENbHOCTH, HayKe U o0pa3oBaHuU. OHU JOIKHBI HE TOJIBKO
ymeno 1 3¢ (HEeKTUBHO UCTOIB30BaTh KOMIBIOTEPHYIO TEXHUKY, HO MOJIETHPOBATh HMH(POPMAIIMOHHBIE
MIPOLIECCHI U aKTUBHO BHEAPSATH JOKYMEHTOOOOPOT Ha MPaKTUKE.

2. MECTO YYEBHOW JUCIHUILIMHBI B CTPYKTYPE OOII BO

JlucuuniauHa onupaeTcsl Ha KOMIIETEHIIMM, 3HAHUS U HaBBIKY, MOJYYEHHBIE CTYJIEHTaMH IpH
M3Y4YEHUH TAKUX JUCLUUIUIMH, KaK:

DKOHOMUKA OpTraHu3aluy (IpeanpusIThs);

VYrpaBneHue opraHu3anuent (MpeanpusiTHEM );

OCHOBBI KOHTPOJIbHO-HAJ30pHON AEATEIbHOCTH.

B cBoro ouepenp, 3HaHME JAOKYMEHTAllMOHHOTO OOECHEeUYeHHs] TOCYAAPCTBEHHOM CITy>KObI
HE00XO0AUMO MPU U3YYEHUH TUCLUIUIMH:

KonTpons u peBusus;

Ay,

OcHOBBI (PMHAHCOBOI'O paccie0BaHuUs;

Byxranrepckuii ynpaBieHYECKUN yUET;

Bro/KeTHBIN y4eT U OTYETHOCTB;

VYdeT 1 0TUETHOCTH B TOCYJAPCTBEHHBIX OpraHax;

CynebHasi 5JKOHOMHYECKas! SKCIIEPTU3a;

PaccrnenoBanne S5KOHOMHUYECKHUX NIPECTYIUICHUN;

VYnpaBienue (QuHaHCAMM M PUCKAMM OPTaHU3AIMM, MPU MPOXOXKIAECHUH MPOU3BOICTBEHHOMN
NPaKTUKU  (HAy4YHO-HCCIIENOBATEeNIbCKass padoTa, HCCIeOBaHWE HOPMATHUBHO-IIPABOBOW  0a3bl
HSKOHOMHYECKOW 3KCIEPTU3bI), MPOU3BOACTBEHHON NPAKTUKK (HAYYHO-HCCIIENOBATENbCKasg padoTa,
HKOHOMHKO-TIPAaBOBOE OOECIeYeHnEe SKOHOMUYECKOH O€30MacHOCTH), MPOM3BOJCTBEHHOW MPAKTUKU
(HayuHO-HCCIIeTOBATEIbCKAsT paboTa), a TaKKe JUIsl MOATOTOBKH BBITYCKHOM KBaJTU(DHUKAIMOHHOMN
pabotsl (BKP).



3. ®OPMUPYEMBIE KOMIIETEHIIUU U ITNTAHUPYEMBIE PE3YJIbTATbBI

OBYYEHUA

VYHuBepcanbHble H(WIK) o0enpodeccuoHanbHbIE KOMITETEHIIUN

| KOI[ 1 HAMMCHOBAHUEC KOMIICTCHIINN | KO)I W HAMMCHOBAHUC MHAUKATOpA JOCTHXKCHUS KOMIICTCHIIUN

[TpodeccronanbHble KOMIETEHIIMA B COOTBECTBUU C 3ajjadaMd W OOBeKTaMu (o0iacTsmu

3HaHU) TPOPECCUOHATHLHOMN e TETFHOCTH:

3apaua
npodeccuoHaIbLHOM
nesiteabnoctu (3I11)

opraHusanus padoThsl
MaJIbIX KOJUIEKTUBOB U
IPYIII UCIIOJTHUTEIIEH B
Ipolecce pelieHus
KOHKPETHBIX
po¢eCcCUOHATIBHBIX
3ajadq;

opra

O0BeKT 1M 00J1aCTh
3HAHUSA

Kon n naumenoBanue
npodeccuoHaILHOM
KOMIIeTEHIIUM;
OcHoBaHue
(mpogeccuoHaTBLHBIN
cranaaprt-IIC, ananu3
OIbITA)

HI/I3aI_II/IOHHO-ynpaBHeH‘leCKI/Iﬁ

OOIECTBEHHBIC
OTHOIIIEHUS B cepe
oOecreycHus
3aKOHHOCTH U
paBoOMOPSJIKA,
SKOHOMHYECKOH
0€30I1aCHOCTH;
COOBITHS U JEHCTBHS,
CO3/IAI0IIKE YTPO3bI
SKOHOMHYECKOH
0€30I1aCHOCTH;
CBOMCTBA U MPU3HAKU
MaTepuaTbHBIX
HOCHUTEJIeH pa3bICKHOM
1 TO0Ka3aTeIbCTBEHHOM
nHdopmaIuu;
IOBEJICHUE
XO3SICTBYIOIIUX
CyOBEKTOB, UX
3aTpaThl, PUCKU U
pe3yabTaThI
SKOHOMHYECKOU
JIeITCIIbHOCTH,
(GYHKIIMOHUPYIOIITHE
PBIHKH, (PMHAHCOBBIE U
nH(pOpMaITMOHHBIC
ITOTOKHU,
MIPOU3BOCTBEHHBIC
MPOLIECCHI.

I1K-9 [1] - Cniocoben
IUIAHUPOBATh H
OpPraHU30BBIBATH
CIIy)KeOHYIO
JeSTSIILHOCTh
MOTYUHCHHBIX,
OCYIIECTBIISITh
JOKYMEHTAIHOHHOE
obecrieueHue
YIpaBICHYECKOM
JeSTeIHOCTH

Ocnoeanue:
[TpodeccuonanbHbIN
crangapt: 08.037

Kon n nHaumenoBanme
HHIMKATOpPA
JOCTHKEHUS
npodeccuoHAIbLHOM
KOMIIeTeHI[UH

3-TIK-9[1] - 3nath
METO/IbI IJITAHUPOBAHUS
Y OpTaHU3AIAH
ciryxeOHOoM

e TCIIbHOCTH
NOJYNHEHHBIX,
OCYIIECTBIICHUS
JIOKYMEHTaIMOHHOTO
obecrieueHus
yIpaBICHYCCKOH
JESITEIIbHOCTH
V-IIK-9[1] - Y™eTh
TUTAHUPOBATH U
OpPraHU30BBIBAThH
CITy)eOHyTI0
JeSITeITbHOCTD
MOTYMHCHHBIX,
OCYIIECTBIISATh
JIOKYMEHTAIMOHHOE
obecrieueHne
YIIPaBJICHYECKOM
NeSITeTbHOCTH;
B-TIK-9[1] - Bnangets
HaBBIKAMU
TUTAHUPOBAHUS U
OpraHu3aIH
City)eOHOM
JeSITeITbHOCTH

MO TYMHCHHBIX,
OCYIIIECTBIICHHSI
JIOKYMEHTAI[MOHHOTO
obecrieueHus
YIIPABJICHYECKOM




| ACATCIIBHOCTH

4. BOCIIUTATEJIbHBINA IOTEHIIUAJI JUCHUATLJIAHBI

Hanpasnenus/nienu
BOCIIUTAHUSA
[IpodeccronanpHOE
BOCIIUTAHUEC

3amaun BocriuTaHus (KON)

Co3aHue ycioBU,
00ecIeunBaroIINX,
dbopmupoBaHHe
OTBETCTBEHHOCTH 32
npodecCHOHABHBIN BBIOOD,
npodeccHoHaTBLHOE pPa3BUTHE
U ipoeccroHanbHbIE
peuenus (B18)

BocnuraTenbHbIN TOTEHITAAT
JUCIHUIIIINH

Hcrnonap30BaHue BOCIIATATEILHOTO
IIoTCHOaJIa AUCIOUIIIINH
PoeCCHOHAITBHOTO MOTYJIS TS
(dbopMUPOBaHUS y CTYICHTOB
OTBETCTBEHHOCTH 3a CBOE
npodeccuoHaNbHOE Pa3BUTHE
MOCPEICTBOM BBIOOpA CTYICHTAMH
I/IHILI/IBI/IIIyaHBHBIX 06pa3OBaTCHBHLIX
TPAEKTOPH, OPraHU3aIIN CHCTEMBI
OOIIIEHUS] MKy BCEMU YYaCTHUKAMHU
00pa3zoBaTeNbHOTO MpoIlecca, B TOM
YUCJIC C UCITOJIBb30BAHHUEM HOBBIX

MH(GOPMALIMOHHBIX TEXHOJIOTH.

5. CTPYKTYPA M COJAEP)XAHUE YUYEBHOM JUCIUILINHBI

Pa3nensl yueOHON AUCHUIUIMHBL, X 00BEM, CPOKH U3YUYeHUS U (POPMBI KOHTPOJIA:

Ne HaunmenoBanue %"
y = g % %"
.1 pa3nena yuyeOHoii = = = = o
AUCHHIITHHBI £ 3 = & 25 z
® = =2 . > o = Y I~y 3 =
s 22| £€ 2 5 ® S 2 3
EZ &g | 9 5 = S -
- = E « = é s =" =~ - =R E
= E s 3 3R E - Esg s E g
5 ES2E|8&=5| 32 S3 = | E 5 ¢
o = g o PEd | gE O = -
3 | £3€€ | &=25|/55 |E25| 283
= RE=sa|0g=z| =8 <2z | =83
5 Cemecmp
1 OO6mmue npasmia | 1-8 8/8/0 13-2 25 KU-8 3-TIK-
odopmIIeHUS (2),Cem 9,
YIPaBIEHYECKUX -2 V-
JIOKyMEHTOB. (3),43-4 [1K-9,
Oprasu3zaluoHHO- (2),Cem B-
MIPaBOBbBIC u -4 I1K-9
pacnopsiIuTeNbHbIE (3),43-6
JIOKYMEHTBI. (2),Cem
-6
(3),I[3‘8
(2),Cem
-8
(3)3K'p_
8 (4)
2 JloKyMeHTBI mo | 9-16 | &/8/0 J3-10 25 KU-16 | 3-I1K-
nepcoHaIy (2),Cem 9,




IIPEIIPUATHS, -10 v-
nH(pOpMaITMOHHO- (3),43- ITK-9,
CIIpaBOYHbIE u 12 B-
nH(pOpMaITMOHHO- (2),Cem I1K-9
AHAJIUTUYECKUE -12
JIOKYMEHTBI. (3),43-
Opranuzanust paboTsl ¢ 14
JIOKyMEHTaMHU. (2),Cem
-14
(3)5I[3_
15
(2),Cem
-15
(3).x.p-
15 (4)
HUmoeo 3a 5 Cemecmp 16/16/0 50
KounTtposbhbie 50 3 3-TIK-
MeponpusaTusi 3a S 9,
CemecTtp V-
[K-9,
B-
I1K-9

* — COKpalleHHOe HaMMEHOBaHUE (POPMBI KOHTPOJIS
** — cymMMa MakcUMalbHBIX Oa/IoB J0JKHA ObITh paBHa 100 3a cemecTp, BKJIOYas 3a4eT U
(unn) sK3aMeH

CoxkpaiieHre HauMeHOBaHUN (POPM TEKYIIET0 KOHTPOJIS U aTTECTAllMU Pa3elioB:

Oo6o03na | ITos1HOe HaMMeHOBaHME

YeHHue

I3 JlomarHee 3aganue

KN KoHTpoib 110 utoram

Cem Cemunap

K.p Kontposbnas pabota

3 3auer

KAJIEHJIAPHBIN IVIAH

Henen | Temsl 3ansaTuii / Coagep:xkanue Jlek., | IIp./cem. | JIa6.,

" yac. , yac. yac.
5 Cemecmp 16 16 0

1-8 O01mme npaBusa 0(popMIIeHUS YIIPABJIEHYECKUX 8 8 0
AOKYyMeHTOB. Oprann3anmoHHO-NIPaBOBbIE H
pacnopsiiuTe/ibHble JOKYMEHTBI.

1 Tema 1. [Ipeamer, cogep:kanue, 321241 TUCHHUILINHBI. Bcero aynutopHsix 4acoB
OcHOBHBIC TEPMHHBI U ONIPeICICHUS. 1 |1 [0
Ornpezenenue JOKyMEHTa, Ipoliecca JOKyMEHTUPOBAHUS 1 Ownnaiin
JTUCLMILTUHBI JOKyMeHToBeneHus. Knaccuduxarms 0 0 0
nokyMeHToB. CTpyKTypa HOpMaTHBHO-TIpaBoBoi 6a3el JJIOY B
P®. OcHOBHbIE 3aKOHOJATENbHBIC U IPABOBHIE aKThl B 00JaCTH




uHpopManuu 1 JokyMeHTarun. [Tousatue «yHupurpoBanHas
cucreMa JOKyMeHTauum». ['ocy1apcTBeHHbIE CTaHJapThl Ha
YCA. MexayHapoaHble U TOCyJapCcTBEHHbIE cTaHaapTel PO B
o0acTu pabOThI ¢ YIPABICHUYECKON TOKYMEHTAIIUCH.
TpeboBanus k nocrpoenuto Gopmyssapa oopasua. F[OCT P
7.0.97-2016 «Cuctema cTaHaapTOB 1O HHGOPMAIIHH,
OUOIMOTEeYHOMY U M3/1aTeNIbCKOMY Jieiny. OpraHu3aloHHO-
pacrnopsiiuTenbHas qoKkyMeHTalus. O0mepoccuiickme
knaccupukaropsl uHGpopmanuu TODU. OcHOBHBIE TPYHITBI
YIPaBIEHYECKUX IOKYMEHTOB.

Tema 2. PexkBu3uthbl 1o0KkymeHnTa. ®opmyasapsl. bianku
AOKYMeHTOB. ICTOYHUKH M TUTEpaTypa.

OcHoBHbIe popMaTel OyMaru U oopmIIeHUE MOJICH
NOKyMeHTOB. [IpennodrurenbHble TApHUTYPBI U pPa3Mephl
mpudTOB. PeKBU3UT TOKyMeHTa PeKBU3HUTHI yIpaBIeHYECKIX
JOKYMEHTOB. PEKBU3UTHI, BXOJSAIIUE B 3ar0JIOBOYHYIO YaCTh
nokyMeHTa. CxeMa pa3MelleHne PEKBU3UTOB, BXOAAIINX B
3arojIOBOYHYIO YacTh Ha JoKyMeHTax. dopmyisip-oOpaser u
bopmysip nokymenTa. [locTosiHHBIE U IEpEMEHHBIE
pekBu3nuThl. CymHOCTh U BUIbI OJ1aHKOB. COoCTaB 1
odopmIileHre PeKBU3UTOB ONaHKa JOKyMeHTa. biianku ¢
YIJIOBBIM U IIPOJOJIBHBIM PACTION0KEHUEM PEKBU3UTOB. biianku
cTporoi otyeTHocTd. Jluteparypa. CupaBoyHble H3JaHUSL.

Bcero ayiuTopHbIX 4acoB

1 |1 |0
Ouwutaiig
0 0 0

Tema 3. CocTaB u opopmiieHHe PEKBU3UTOB IOKYMEHTA.
Hcropuueckas cnpaBka.

PekBU3UTHL, BXOJAIINE B OCHOBHYIO U O(OPMIIAIOILYIO 4aCTh
NoKyMeHTa. CXeMbl pa3MelleHUs] PEKBU3UTOB HA YIJIOBBIX U
MIPOJIOJIBHBIX BUJAX TIOKYMEHTOB. lledaTn u ux Ha3HaueHHeE.
Bunsl neuareii. ['ocynapctBenHas repOoBasi 1edaTh.
[Topsimok nmpocTaBieHus neyareil Ha JOKyMEHTax.
VY1BepxkaeHue Jo0kyMeHToB. CocTaB rpuga yTBEepKAeHus,
MOPSIIOK ero opopMIIeHHS, MECTO B JOPMYIISIpe TOKYMEHTA.
OtmeTku Ha JoKyMeHTax. VX poJib B IPOUCXOXKACHUN U
WCIIOJTHEHUH IOKYMEHTOB, MECTO B (OpMYJIIpe JOKyMEHTA.
Oco0oe HazHaueHue pe3ononun. TpedoBaHue K eé
coJiepkaHuio u opopmiieHnto. OTMETKH O TOCTaHOBKE
JOKYMEHTa Ha KOHTPOJIb.IIOHATHE «3ar0/I0BOK TOKYMEHTAY,
ero Mecto B popmyisipe noKymeHTa. [IpunosxkeHus Kk TEKCTy U
nopsok ux opopmiienus. [IpaBonvcanue Ha3BaHUH
yupexKACHUN, opranu3amnui, npeanpusatuid. [IpaBonucanue
noypkHocTel u 3Banui. I[IpaBonucanue nar. Cocras u
odopmileHrEe PEKBU3UTOB, OMPEIEISIONINX IOPUAUYECKYIO
CHJTy JOKyMEHTa. DJIeKTpOHHast Hu(poBasi MOANUCH KaK
PEKBU3UT 3JIEKTPOHHOIO TOKyMeHTa. McTopuueckas cnpaBka.
Hocurenu nadopmarun. CucteMbl NUCbMEHHOCTH.

Bcero AYAUTOPHBIX YaCOB

1 |1 |0
Omnuiaiig
0 0 0

Tema 4. YcraB u nojioxkenue opranuzauuu. CTpykrypa u
COCTAaB PEKBU3UTOB, BXOSIIIIUX B YCTAB U MOJIO:KEHHE.
Knaccudukanus opraHu3aiiioHHO-pacoPsAUTEIbHBIX
noKyMeHTOB. COCTaB OpraHM3allMOHHO-IIPABOBBIX JOKYMEHTOB.
CTpyKTypa U cOCTaB PEKBU3UTOB yCTaBa OpraHU3alnu.
IOpunnueckoe numo. CTpykTypa U COCTaB PEKBU3UTOB
MOJIO’KEHHUs 00 OpraHu3aIiH.

Bceero AYAUTOPHBIX YaCOB

1 |1 [0
Omnu1aiig
0 0 0




Tema S. Ionoxenus o puarase ¥ CTPYKTYPHOM
nojapasjejieHuH.

Crpykrypa opranuzanuu. CTpyKTypa ¥ COCTaB PEKBU3UTOB
MOJIOXKEHHUS 0 Puiinaie u CTPyKTypHOM MOJpa3ieIeHHUH.
ITonoxeHns KOJUIErHaabHbIX U COBELIATEIbHBIX OPraHOB
opraHu3anuu (KOMHCCHS, COBET, IIPaBJICHNE, COBEIIAHUE).
Jlpyrue pa3HOBUIHOCTH I1OJIOKEHUH (O TPOBEIEHUN
KOHKYpPCOB, CMOTPOB H T.JI.)

Bcero ayiuTopHbIX 4acoB

1 |1 |0
Ouaiia
0 0 0

6 Tema 6. LlITaTHoe pacnucanue. PeraaMeHTsI 1 Bcero ayiuTopHbIX 4acoB
HHCTPYKUMH. 1 | 1 | 0
CtpyKTypa U mTaTHasi YUCJIEHHOCTD, IITATHOE paclUCaHue: Ownunaitn
coJiepKaHue, MOPsII0OK COCTaBIEHUS U 0(OPMIICHHUS. 0 0 0
PernameHThl U TOJPKHOCTHBIE MHCTPYKIIHH.

7 Tema 7. loroBop. CTPyKTypa U COCTaB PEKBU3UTOB, Bcero ayiutopHbIx 4acoB
BXOIALIMX B I0OTOBOP. 1 | 1 | 0
JloroBopsl. Byl 70roBOpoB (apeHbl, KYIUTH-ITPOJAXH; Ownnaitn
pacdeTHO-KacCcoBOTO OOCIyXUBaHUS u T.1.), CTpyKTypa 0 0 0
norosopa (mpeamOyia, IpeIMeT T0roBOpa,. pasa u
00sI3aHHOCTH CTOPOH, YCJIOBUS U CPOKHU BBHITIOJTHEHUS,

CTOMMOCTb U MOPSAOK pacyeTOB, OTBETCTBEHHOCTh CTOPOH,
HENPEeIBUICHHBIC 00CTOSITETLCTBA, CPOK JACUCTBUS U JP.).
TpeOGoBanusi K cofep a0 1 0HOPMIICHHIO.

8 Tema 8. PacnopsigutesibHbIe TOKYMEHTBI. Bcero aynutopHsix 4acoB
[Tpunummne! ynpasnenus. CymHOCTb U KilaccupuKanus 1 | 1 | 0
paclopsSAUTEIbHBIX TOKyMEHTOB. TpeboBanus kK opopMiIeHHUIO | OHaiiH
corimacHo 'OCT. OcHOBHEBIE ATAIlbl U3AHUSA 0 0 0
pacnopsiAMTENLHOTO JOKyMeHTa. PacniopsiurensHbie
JOKYMEHTBI, U3/1aBa€Mbl€ NPY €JUHOJIUYHOM IPHUHITHI
penieHui (nmpukas, pacnopsikenue, ykazanue). [Ipukassl mo
OCHOBHOM JI€ATEIBbHOCTH, PACIIOPSHKEHUS M YKa3aHHUS.

PacniopsiauTenbHble JOKYMEHTBI, U3/1aBaeMbIe NPU
KOJUIETHaJIbHOM NPUHATUH perieHnuid [loctaHoBieHUS 1
pelIeHusl.

9-16 JIOKyMEHTBI 10 IEPCOHAJY NIPeANpPUATHS, 8 8 0
HH(OPMALMOHHO-CIIPABOYHbIE U HH(OPMALMOHHO-
aHAJTUTHYECKHeE TOKYMeHTbl. Opranusanus padoTsl ¢
AOKYMEHTaMHU.

9 Tema 9. KaapoBblii MeHeIKMEHT. Bcero ayiutTopHbIX 4acoB
OcHoBHbIe QYHKIMH ynpaBiieHus: nepcoHaniom. Kaaposoe 1 | | | 0
manupoBanue. Kagposelil pezeps. MoTuBaius nepcoHana. Ownnaitn
AnanTanuys nepcoHaia, OLEHKa repcoHana, Pazsurtue u 0 0 0
oOyueHue nepconana KagpoBoe amMUHUCTpUPOBAHUE.

Opranu3zaiusi CUCTEMbl KOMIIEHCALIUNA U TTOCOOUH.
Kopnoparusnast kynbTypa. [logbop nepconana. Mctounuku
nmobopa nmepconana. Buabl BHEIIHUX HCTOYHUKOB 1TOA00pa
nepcoHasia. OCHOBHBIE METO/IbI MOUCKA NiepcoHana. .Kaaposie
arcHTCTBA.
10 Tema 10. Pe3rome. CobecenoBanus. Bcero ayiuTopHbIX 4acoB

Pestome. CTpykTypa u TpeboBaHus K cocTaBiieHuI0. Bbidbop

(bOpMyJ'IPIpOBOK. HpaKTI/I‘leCKI/IC PEKOMEHAAINU B COCTABJICHUH.

OcHoBHbIe omnOKU. OCOOEHHOCTH B COCTABIICHUU PE3IOME
ctyaeHTa. [lonroroBka Kk MHTEPBHIO, HAMOOJIEE YaCTO

1 |1 [0
Onutaiin
0 0 0




3aaBaeMsle Bopocsl. [IpaBuma nosenenus. Buasl
IIPOBEIEHUS coOeceI0BaHUM ¢ KaHAUAATaMH Ha JI0JIKHOCTb.
Keiic-unrepBbio .bpeliHTH3EpHI.

11

Tema 11. CocraBiienune u opopMiIeHHE JOKYMEHTAIMHA 110
JIMYHOMY COCTaBY

JIOKYMEHTBI 110 TUYHOMY cOCTaBy, ABTOOHOTpadus U aHKeTa.
IIpaBuiia Hanucanust. CocTaB KaJpOBbIX JOKYMEHTOB B
opranuzanuu. [lopsanok opopmiieHus 1 coctaB JOKYMEHTOB
npu npuéme, yBOJILHEHUH, IIEPEBOJIC HA IPYTYIO padoTy,
MIPEIOCTaBIIEHUE OTITyCcKa, 0(hOpMIICHHE MOOLPEHUI,
JUCLUIUIMHAPHBIX B3bICKaHUM. TpynoBbIe JOTOBOPHI U
MPUKA3bl 10 JIUYHOMY cocTaBy. CTpyKTypa U cofiepaHHe.

Bcero AYAUTOPHBIX YaCOB

1 |1 |0
Omnuiaiig
0 0 0

12

Tema 12. IIpuka3bl N0 JUHYHOMY COCTABY.
NuadopManmoHHO-aHATUTHYECKHE JOKYMEHTbI. AKTbI
npueMa-nepeaavu.

[Tpuka3zel mo muuyHOMY cocTaBy. OcoOeHHOCTH 0(hOpMIICHUS
rocy/IapCTBEHHBbIX ciyskamux. [Iprukassl o nepeBone
paboTHHUKA Ha IPYTYIO0 paboTy, O MPEAOCTaBICHUH PAOOTHUKY
OTIIyCKa, O IPEKPALIEHUH JEHCTBUS TPYAOBOTO 10IOBOpPA €
pabOTHUKOM, O HampaBiIeHUH PaOOTHUKA B KOMaHAUPOBKY, O
MOOIIPEeHNUHU paboTHHKA. .OCHOBHBIC YUETHBIE JOKYMEHTHI,
3aMoJIHSIEeMbIE MOCIE MpHeMa UX Ha paboTy: JTUYHas KapTouKa,
rpaduK OTIYCKOB, Tabenb y4yera pabodyero BpeMeHu. TpyaoBas
KHIDKKA. AKTBI: HA3HaU€HUE, CTPYKTYpa, MOPSI0K
odopmiienus. PazHoBuaHOCTH aKkToB. DOpMYyJISp aKTa.

Bcero ayIuTOpHBIX 4acoB

1 |1 |0

Ownutaiin

0 0 0
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Tema 13. UndopMaunoHHO-CIPABOYHbIE JOKYMEHTDI.
[Tporokoi: moHsSTHE, TOPSAOK COCTABJICHUS U 0(POPMIICHUSI.
OdopmiteHre BBIMMCKHA U3 TIPOTOKOJIA KOJUIETHAIBHOTO OpraHa
ynpasieHusi. Komrieke opraHu3aiiioOHHO-TEXHUYECKHX
MEPOTIPUSATHIA IO OPTaHU3AIIUH U TIPOBEICHUIO COBEIIAHU,
KoH(epeHIHiA, COOpaHUii: BEIPAOOTKA MIOBECTKU JHS U
OTIpeJieNIeHUE Kpyra MPEANoiaraéMbIX Y4aCTHHKOB;
03HAKOMIJICHHUE C TIOBECTKOM JTHS MPEAI0IaracMbIX
YYaCTHHKOB; BEIpAOOTKA PEriIaMEeHTa COBEIAHHSI; ITOITOTOBKA
MaTepHUaIoB, HAMEYAEMBIX JUISI PACCMOTPEHHUS Ha COBEIIAHUT
(moxJaga, coJoKIaaa, CipaBOYHO-HH(DOPMAITHOHHBIX
MaTEpUaJIOB, MIPOCKTA PEIICHUS ); OpraHu3aus paboThI
CeKpeTapuara;

TEXHUYECKOE 00eCTICUeHNE TIPOBECHHSI COBCIIIAHMS,
JOKYMEHTUPOBaHHE Pa0OThI COBEMIaHUS (M3TOTOBJICHUE
MIPOTOKOJIA, HTOTOBBIX MAaTEPHUAJIOB, PA3MHOKEHUE U
o0ecreYeHne MU YYaCTHUKOB COBEIIIAHUS ).

JloknaaHbie, ciTy:keOHbIe U O0BSICHUTEIBHBIC 3aIUCKH.
[Tporerypa MoArOTOBKH, COCTABICHUS U O(OPMIICHUS CIIPABOK
1 3aITUCOK (JTOKJIAJIHBIX, CITYKEOHBIX, OOBSICHUTEIBHBIX U JIP ).

Bcero AYAUTOPHBIX YaCOB

1 |1 [0

Omutaiig

0 0 0
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Tema 14. UndopmManmoHHO-CIPABOYHbIE JOKYMEHThI
[enoBbie nucbma. JloKyMeHTO000POT.

JlenoBeie muchbMa. Buabl JOKYMEHTOB, COCTABISIONIUX
NIEPENNCKY (J1€JI0BOE MUChMO, TeJlerpaMMma (TeJeKc),
TenegoHorpamma, pakcorpamMma, 3JIEKTPOHHOE MHCHMO),
0COOEHHOCTH WX UCIOJIB30BAHUS B YIIPABICHUECKON
JESITeIbHOCTH.

Bcero AYAUTOPHBIX YaCOB

1 |1 [0
Omutaiig
0 0 0




CocTaB peKBU3UTOB JIEIOBOTO MHChMa. braHk

nenoBoro mucbma. Obmme TpedboBanus K 0POPMIIEHHUIO
JIEIIOBBIX TTHCEM, 0COOCHHOCTH O(hOPMIICHUS IETIOBBIX IMHCEM
OTJENBbHBIX PA3HOBUIHOCTEH (COMPOBOIUTENBHOE TUCHMO,
MUCHMO-TIPOCKOa, 3aIpoc, MpeUIoKeHNe, TpeOOBaHHe,
rapaHTHHHOE U Ip.).

CocTaBiieHHe TeKCTa 1eJI0BOro nuchma. KoMrosuimonHnas
CTPYKTYypa AEI0BOr0 MUChMA, SI3bIK U CTUJIb I€JI0OBOTO MUChMA.
[IrcpMEHHBIN 1€JI0BOM 3TUKET BEACHUS JETIOBOM MEPEIUCKH.
[TonsiTue noxkymenToo6opoTta. JJokymenronoroku. Oobem
JTOKyMeHTooOopoTa. Bxoasmue nokyMeHThl. OCHOBHBIC BUIBI
u mporiecc 00padoTku. Mcxonsmue qokymeHTsl. OCHOBHBIE
BU/JIBI U TIpOIeCC 00paboTku. BHyTpeHHUE JTOKYMEHTHI.
OCHOBHBIE BUJIBI U TTPOIIECCH 00PAOOTKH.

15

Tema 15. Opranusauus 10KyMeHT0000poOTA.
HomenkJiiatypa aeji. ApXxuBanusi JOKyMeHTOB.
Opranuzanus palioHAIBHOTO JOKYMEHTOO0OpOTa Ha
npeanpuatui. OCHOBHbBIE MpaBuia. PernmaMmenranus
JEeSTELHOCTH CITYKOBI ETOMPON3BOICTBA HA BCEX YPOBHAX
ynpasineHus. [lonoxenue o ciryx0e 1eI0npou3BOICTBA.
NHCcTpyKIKA MO 1eT00POU3BOICTBY- OCHOBHOM HOPMAaTUBHBIN
aKT OpraHu3aluy JAeJIONPOU3BOACTBA: OPSAIOK COCTABICHUS U
odopmiienus. Perucrpanus 1okymMeHToB. JKypHai
PEruCTpalvy BXOAAIINX U UCXOIAIINX JOKYMEHTOB.
TexHonorust paboThI ¢ UCXOASIIUMU JOKYMEHTAMH.
Opranusanus cUCTeMbl KOHTPOJISL UCITOJIHEHMS TIOKYMEHTOB Ha

npeanpusaTii. Cpoku XpaHEHMsI yIPaBJIEHYECKUX JTOKYMEHTOB.

CucreMaTtu3anus JOKYMEHTOB KaK OCHOBA OPTaHU3aIH UX
nocneAyromero XxpaneHnus. HomeHknarypa fnen opraHu3aiuu
KaK CXeMa CHCTEMaTH3alluu TIOKyMEHTOB. BUibl HOMEHKIIATYp
7el1 (TUIOBBIE, TPUMEPHBIE, MHANBUAYAJIbHBIE), TPUHIIUIIBI
MOCTPOCHHSI HOMEHKJIATYpHI fell. [Topsmok odopmiteHus,
corylaCoBaHus, YTBCPIKIACHUA U BEACHUSA HOMCHKIIATYPhBI ACJI
Odopmiienne nena.

[TonsTre «3kcnepTusa neHHoctu. OdopMieHne pe3yabTaToB
IKCHEPTHU3BI ICHHOCTH JOKyMEHTOB. COCTaBIICHHE ONHUCEH Ha
Jena, mepeaaBaeMble B apxuB opranuzanun. [lopsaox
nepeaayu TOKYMEHTOB U JIe)I Ha apXuBHOE XpaHeHue. [lopsaok
YHUYTOXKCHUA JOKYMCHTOB U ACJI C UCTCKIIUMU CPOKaAMU
XpaHeHus. XpaHEeHHE JOKYMEHTOB B CTPYKTYPHBIX
noapa3aACiICHUAX OpraHru3alu. OTBETCTBEHHOCTS 3a
COXPAaHHOCTH JIOKYMEHTOB. 3aKOHOIaTEIbCTBO U HOPMATHBBI
0 00ECTIEUYEHUIO COXPAHHOCTH JJOKYMEHTOB.

Bcero ayiuTopHbIX 4acoB

1 |1 |0

Owntaiin

0 0 0
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Tema 16. Cucrembl 3JIEKTPOHHOT'0 JOKYMEHTO000poTA.
Ha3nauenuie 1 BO3MOXKHOCTH CUCTEM 3IEKTPOHHOTO
nokymeHToobopota. [Ipenmymectsa u corictea CO/1.
HopmaTtuBHO-1IpaBOBBIE aKThI, OPraHU3aLIMOHHBIE U
METOJINYECKUE IOKYMEHTHI, pErIaMEHTHPYIOIINE TEXHOIOTHIO
paboThI € ANEKTPOHHBIMH TOKYMEHTAMHU.

OcnoBnble npousBoautenu COJl u Hanbosee U3BECTHHIE
IPOAYKTHI.

Bcero ayiuTopHbIX 4acoB

1 |1 [0
Omuiaiig
0 0 0
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5 Cemecmp

1-2

Cemunap Nel. PaccMoTpeHne MaTepuaJioB, H3JI03KEHHBIX B
Jexknuu Nel (tembr Nel,2), o0cyskaeHne U COrJIacOBaHHue
pa3padoTaHHBIX 0JIAHKOB JIOKYMEHTOB NpeAnpUsTHA.
Lenb: OcBoeHue MaTepuala, peiCTaBIeHHOro B Jiekuuu Nel
(rembr Nel,2) , 3amuTa pa3paOOTaHHBIX U BBICTIAHHBIX B BUJIE
JIOMAIIIHET 0 33/1aHus OJaHKOB JOKYMEHTOB.

[Topsimok paboThI HA ceMUHApE:

- Paccmotpenue crnenyronmx marepuainos o teme Nel:
I'OCT P 7.0.97-2016 «Cuctema cTaHAapTOB 110 HHPOpMALIH,
OuOJIMOTEeYHOMY U M3/1aTeNIbCKOMY Jieiny. OpraHu3aloHHO-
pacropsiAnTeNbHAsT JOKYMEHTAIHS»; PEKBU3UTOB, BXOSIINX B
3aroJ0BOYHYIO YacTh JOKYMEHTA; CXEMbl pa3MELICHUs
PEKBU3UTOB, BXOAAIINX B 3aT0JIOBOYHYIO YaCTh Ha
JIOKyMeHTax; popmyiisipa-o0pasna u popmysipa 10KyMEHTa;
MOCTOSTHHBIX M TIEPEMEHHBIX PEKBU3UTOB; BHUJIOB OJaHKOB;
cocTaBa U 0(hopMIIEHUsI PEKBU3UTOB OJaHKa JOKYMEHTA.
-IIpuHATHE aKTUBHOTO Y4aCTHs B PACCMOTPEHHUH U 3aIUTE
3aJJaHUH, IPE/ICTABIEHHBIX KAXKABIM U3 YUaCTHUKOB CEMHUHapa
(B popmaTe « Kpyrioro cTomay).

- [IpencraBnenue u 3ammTa B opMarTe «KPYIJIOTroO CTOJIA»
CBOETO0, BHICJIAHHOTO 3apaHee, JOMAIIIHETo 33/1aHusl.

Cemunap Ne 2. PaccmoTpenne mMaTepuajioB, H3JI0KEHHBIX
B JeKIHUNe2 (Tembl Ne3,4), 00cy:k1eHHe U yTBEpP:KIeHue
Pa3padoTaHHBIX OPraHNU3ALMOHHO-NIPABOBLIX JOKYMEHTOB:
yCTaBa, M0JI0KeHHUS.

Lens: OcBoenue MaTepuana, mpeaCTaBICHHOTO B ek No2
(Tembr Ne3,4), 3amuTa pa3pabOTaHHBIX U BBICTIAHHBIX B BUJIC
JIOMAIITHETO 3aJ[aHMsl: YCTaBa U MOJO0XKEHHS TUIIOTETUYECKOTO
MPEIIPUSTHSL.

[Topsimox paboThl Ha ceMUHape:

- Pacemotpenune I'OCT P 7.0.97-2016, pekBU3UTOB
YIpaBIEHYECKUX JOKYMEHTOB; PEKBHU3UTOB, BXOIAIINX B
OCHOBHYIO ¥ O(OPMIISIOLIYIO YaCTh JIOKYMEHTA; CXEMBbI
pa3MelieHHsi pEeKBU3UTOB, BXOSIIMNX B OCHOBHYIO U




0(OpMIISIOIITYIO YacTh JOKYMEHTA; COCTaBa OPTaHU3aI[MOHHO-
MIPABOBBIX JOKYMEHTOB; CTPYKTYphI U COCTaBa PEKBU3UTOB,
BXOJISIIIIMX B yCTaBa OpraHU3alliM; CTPYKTYpPbI U COCTaBa
PEKBU3UTOB, BXOJSIINX B MOJOXKEHUE 00 OpraHu3alnu.
-IIpuHsATHE aKTUBHOTO Y4acTHs B PACCMOTPEHUU B (hopMaTe «
KpYTJIOro CTOJIay JOMAIIHUX 3aJlaHUH, PeACTaBIECHHBIX
KaXXJIbIM U3 YYaCTHUKOB CEMHUHapa.

- [IpeacraBnenue u 3ammra B (hopMare «KPyrioro cToia»
CBOET0, BBICJIAHHOTO 3apaHee JIOMAITHET O 3a/1aHuUs.

Cemunap Ne 3. PaccmoTpeHue mMatepuaJjioB, M3J10KeHHbIX
B JekuuuNe3 (tembl Ne5,6), o0cyxaeHne u
yTBep:KIeHHe pa3padoTaHHbBIX OPraHU3alHOHHO-
NMPaBOBBIX JOKYMEHTOB: CTPYKTYpa OPraHu3anuu,
MOJI02KEHUE O CTPYKTY

Ilens: OcBoeHue maTtepuana, IpeaCTaBICHHOT0 B JieKIMH Ne3
(Temsr Ne 5,6), 3ammTa pa3paOOTaHHBIX U BHICIIAHHBIX B BUJIE
JIOMAILIHETO 3aJaHMsl: CTPYKTYPbI THIIOTETUYECKOTO
MIPEIPUITHSL, TTOJIOKEHUS O CTPYKTYPHOM TOJIpa3/iesieHuH,
IITATHOTO PacIUCaHUs, TOJKHOCTHOW HHCTPYKIIHH.
[Topsimox paboThl Ha ceMuHape:

- PaccMoTpenue CTpyKTyphl OpraHU3aIlui; CTPYKTYPBI U
COCTaB PEKBU3HUTOB, BXOASAIINX B MOJ0XKEHHS O GUIHaIe 1 o
CTPYKTYPHOM MOJpa3eJeHUN OpraHNu3allun; MOJ0KEHUM
KOJUIETHAJIbHBIX ¥ COBEUIATENbHBIX OPIaHOB OPraHU3aINH
(xomuccusi, COBET, MPaBIICHUE, COBEIIAaHUE), U3T0KEHHBIX B
nexuuu Ne3 1 perfiaMeHTHPYIOIINX BhIMOJIHEHHUE MOJTyY€HHOTO
3ajaHusl.

- [IpuHsATHE aKTUBHOIO y4acTUsl B paCCMOTPEHUU B opmaTe
«KPYTIIOTO CTOJIa» TOMAIIHUX 3aIaHUN, TIPEICTABICHHBIX
KaXKIbIM U3 YYaCTHUKOB KPYIJIOTO CTOJA.

- [IpencraBnenue u 3anmra B (hopMaTe «KPYriIoro CTOIa»
CBOET0, BBICJIAHHOTO 3apaHee, JOMAIIHETOo 3a/1aHusl.

Cemunap Ne 4. PaccMoTpeHue MaTepuaJia, H3J105KeHHOTO B
Jexuuu Ne 4 (tembl Ne7,8), o0cyxaeHue U yrBepsKaeHue
pa3padoTaHHBIX OPraHNU3alHOHHO-TIPABOBBIX H
pacnopsiiNTeJbHbIX TOKYMEHTOB: 10IrOBOPOB U NMPUKA30B.
Ilens: OcBoeHune martepuana, IpeCTaBIEHHOT0 B JieKIuu Ned
(Temsbr Ne7,8), 3amuTa pa3pab0OTaHHBIX U BBHICTIAHHBIX B BUJIE
JIOMAIITHET0 33/IaHUs: IOTOBOPOB THIIOTETUYECKOTO
MPENNpUATHST 1 IPUKA30B M0 OCHOBHOM J1€ATEIbHOCTH
NPEIIPUSATHSL.

[Topsimox paboThl Ha ceMuHape:

- PaccmoTpenue BUI0OB JOTOBOPOB, CTPYKTYPHI I0TOBOpa
(mpeamOyta, MpeaMET AOTOBOpA. TIPaBa M 00S3aHHOCTH
CTOPOH, YCJIOBUSL U CPOKH BBITIOJIHEHUSI, CTOUMOCTB M MTOPSI0K
pacyeToB, OTBETCTBEHHOCTh CTOPOH, HEMPEBUICHHbBIE
00CTOSITENBCTBA, CPOK JACHCTBHSL, OPSIIOK pa3pereHHs
CIIOPOB, PEKBU3UTHI CTOPOH), TPEOOBAaHUI K COJEPIKAHHIO U
o(hopMIIeHNIO; TPUHIUIIOB KIacCU(PUKAIIIH
pacnopsAMTEIbHBIX TOKYMEHTOB; TpeOOBaHHH K 0(pOpMIIEHUIO
IIPUKA30B 10 OCHOBHOM zesATenbHocTy; cornacHo ['OCT.
OcHOBHBIE 3Tallbl U3/1aHUS PACIOPSIAUTENBHOIO JOKYMEHTA.




Pacniopsaurenbable JOKYMEHTBI, U3/1aBacMble IIPU
€IMHOJIMYHOM IPUHATHH pEeLIeHUH (MpUKa3, paclopsKeHHe,
yka3zaHue). [Ipukassl 10 OCHOBHOH A€ATEIBHOCTH,
pacrnopspKeHHs U yKa3zaHus. PacniopsauTenbHble JOKYMEHTHI,
U3J1aBa€Mbl€ IIPU KOJUIETUAIIBHOM MPUHSATUYU PELICHUN
[TocTaHoBeHUS U pELICHHUS.

- [IpuHsATHE aKTUBHOTO y4acTHs B PACCMOTPEHUH B (popmare
«KpYTJIOTO CTOJIa» TOMAIHUX 3aJaHNM, IPEICTABICHHBIX
KaKIbIM U3 yYaCTHUKOB KPYIJIOTO CTOJA.

- 3amuTa B popMaTe KKPYIJIOTO CTOJIA» CBOETO, BHICIAHHOIO
3apaHee, JOMAIIHEro 3aJaHusl.

Cemunap Ne 5. PaccmoTpeHue matepuaJsia, U3J05KeHHOTO B
Jexkuuu Ne 5 (temsbt Ne9,10), o0cy:x1eHHEe U COTIACOBAHHE
MOJATOTOBJICHHOI'0 CBOEr0 pe3loMe Ha /10JIKHOCTb.

Ilens: OcBoeHue MaTtepuana, NpeACTaBICHHOTO B JIEKIIMU Ne5,
3amuTa pa3paboTaHHOTO U BhICIaHHOTO B BHe J13 No5
pe3roMe COMCKaTeNs Ha JOIKHOCTD.

[Topsimox paboThl Ha ceMuHape:

-PaccmoTpenne OCHOBHBIX (YHKLUH YIPaBIeHUS EPCOHATIOM
(xaapoBoOE MIIAaHUPOBAHKE, KaJIPOBBIN pe3epB, MOTUBALIUS
NepcoHasa, aganTaius IepcoHasna, OleHKa epcoHana,
pa3BuUTHE U 00yUueHHe MepcoHana, KaJpoBoe
aMUHUCTPUPOBAHUE, OPTAHU3AINS CUCTEMbI KOMIIEHCAIIUN U
mocoOuii, KOPIOpaTUBHAS KYJIBTYypa, IOJ00P TIEPCOHANA).
Hcrounuku nondopa nepconana. OCHOBHBIE METO/IBI IIOMCKA
nepcoHana. .Kaapossie arenrctBa. Pestome. CtpykTypa u
TpeboBaHUs K cocTaBleHNI0. [IpakTuueckrue peKOMEHIaINH B
cocraBiaeHH. OcOOEHHOCTH B COCTABIICHUU PE3IOME CTYACHTA.
[ToaroroBka K UHTEPBBIO, HAKOOJIEE YACTO 3a/1aBACMbIE
BONpockl. Busl mpoBeneHus cobeceioBaHmil ¢ KaHIUIaTaMU
Ha JOJKHOCTh. Kelic-uHTEpBBIO.

-IIpuHsATHE aKTUBHOTO Y4acTHs B PACCMOTPEHUU U 3aIIUTE
3a/IaHU, IPEACTABICHHBIX KaXKbIM U3 YYaCTHUKOB CEMHHapa
( B popmMare « KpyTraoro CTojian).

-IIpencraBnenue u 3amura B popMaTe «KPYTJIOrO CTOIA
CBOET0, BBICJIAHHOTO 3apaHee, JOMAIIHETo 3a/1aHusl.
-PaccmoTpenne Ou3HEC-KeicoB, peIaracMbIX Mpu
co0eceTOBaHNN. OpTraHU3AIMSIX.

11-12

Cemunap Ne 6. PaccmoTrpenne matepuasia, M3J10KEHHOIO
B Jieknuun Ne 6 (tembl Nell,12), oOcyxkaeHue u
yTBepkJAeHne pa3padoTaHHBIX JOKYMEHTOB 110 MEPCOHAJY.
[lenb: OcBoeHME MaTepurana, MPeaCTaBICHHOTO B JIEKIUHA N6,
3amuTra p3.3pa6OTaHHBIX U BBICJIAHHBIX B BUJC JOMAIIHETO
3a/IaHusl IOKYMEHTOB:

-TPYyIOBOTO JIOTOBOpA JJisi OPOPMIICHHUS HA IOJDKHOCTH B
COOTBETCTBHUH CO INTATHBIM PACIIUCAHUEM TIPEITPUSATHUS;
-TpuKasa o mpuemMe Ha paboTy;

- MpYKa3a O MOOIIPEHUH W O HAMPABIICHUH B KOMaHIUPOBKY
paboTHHKA.

[Topsimok paGoThl HA CEMUHApE:

-PaccMoTpenne 10KyMEHTOB 1O IMYHOMY COCTaBy, COCTaBa
KaJIPOBBIX TJOKYMEHTOB B OpraHU3AIMH, aBTOOHOTpadusi 1




aHKeTa, MpaBWJia HaMMCaHMs, OPsiIKa OPOPMIICHUS U COCTaBa
JOKyMEHTOB TIpH IpuéMe, YBOJIbHEHHH, TIEPEBOJIE HA IPYTYIO
paboTy, MpeaocTaBIeHUs OTIYCKa, 0(hOPMIICHUS TTOOLIPEHUI
U TUCLIUIUTMHAPHBIX B3bICKaHWH. TpyaoBbIE TOTOBOPHI U
NPUKa3bl 110 JIMYHOMY cocTaBy. CTPYKTypa U coiepiKaHue.
[Tpuka3zel o TMIHOMY cocTaBy. OYHKIIMOHATIBHOE HA3HAYCHUE
nprKasa o nprueMe paboTHHKa Ha padoTy. OcobeHHOCTH
o(hopMIICHHS TOCYTapCTBEHHBIX Ciry>Kamux. [Iprkassr o
nepeBo/ie pabOTHHUKA Ha IPYTYIO paboTy, O MPEOCTaBICHUU
pPabOTHHKY OTITyCKa, O MPEKPAIECHUN ACHCTBUS TPYAOBOTO
JIOTOBOpa ¢ pabOTHUKOM, O HAalpaBJICHUN paOOTHHKA B
KOMaH/IUPOBKY, O MOOIIPeHnH paboTHHKA. OCHOBHBIE
y4YeTHBIE JIOKYMEHTBI, 3aII0JIHsEMbIE Ha BCE KaTETOPUHI
PabOTHHUKOB TIOCIIE TIpHEMa UX Ha paboTy: JIMYHAS KapTOUKa,
rpaduK OTIYCKOB, Tabeb yyeTa paboyero BpeMeHH .
TpynoBas KHMXKKa. AKTBI: Ha3HAUCHHE, CTPYKTYpa, HOPSIJIOK
otopmieHus.

-[IpunsTHE CTYICHTOM aKTMBHOTO Y4acTHs B PACCMOTPEHUH B
dopmare « Kpyriioro cToja» JOMAaIIHUX 33/1aHUl,
NPECTaBICHHBIX KAKIBIM U3 YYACTHUKOB CEMHHApA.

- [IpencraBnenue u 3ammTa B GopMare «KPYIrJIOTro CTOA»
CBOETO, BRICJIAHHOTO 3apaHee, JOMAIITHETo 3a/1aHusl.

13-14

Cemunap Ne 7. PaccMoTpeHue MaTepuaJia, H3/105KeHHOTO B
Jexuuu Ne 7 (tembl Nel13,14), o0cy:xaeHne U yTBepKIeHUe
pa3padoTaHHbIX HH(POPMAIMOHHO-CITPABOYHBIX
AOKYMEHTOB.

Henw: OcBoeHue Marepuana, NpeJCTaBICHHOT0 B JIeKIuu Ne7,
3aluTa pa3paboTaHHBIX U BBHICIIAHHBIX B BUJIE IOMAIIIHETO
3amanus No7 mHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
CBOETO TMIOTETUYECKOTO MPEANPHUATHS: - TPOTOKOJIA
3aceaHusl, -CIPABKH B OpraHU3aIUIO O paOOTHUKE,-
CITY>KE€OHOM, TOKIaAHON WU OOBSICHUTEILHOMN 3aIUCKH, -
MPOEKTa MUChMa B OPTaHU3ALIHIO.

[Topsimox paboThl Ha ceMuHape:

-PaccMmoTpenne KoMIuiekca OpraHu3aluOHHO-TEXHUIECKUX
MEPOIPHUATHI IO OpraHU3aliy U MPOBEJACHUIO COBEIIAHUM,
KOH(pepeHIM, cOOpaHMii: BEIpaObOTKa MOBECTKU JIHS U
olpezieNieHue Kpyra MpeanoiaraeMblx Y4aCTHUKOB;
BBIPA0OTKH perjiaMeHTa COBEIIAHUS;, TEXHHUECKOTO
o0ecriedeHre POBEICHHSI COBEIAHMS;, JOKYMEHTUPOBAHHS
paboThI coBelanus (M3roTOBJICHNE POTOKOJIA, UTOTOBBIX
MaTepHaJIOB, Pa3MHOXKEHUE U 00ECTICUCHHE UMH YIaCTHHKOB
coBemanus). 0OPMIICHHS BBITTUCKU U3 MTPOTOKOIIA
KOJIJICTHAJIFHOTO OpraHa yrpasieHus, JlokianHsre,
city)keOHbIE U O0BSICHUTENbHBIC 3aMUCKH. [leoBbIe MUChMa.
Bupl TOKyMEHTOB, COCTABIISIONIHNX TIEPETIHCKY .

CocTtaB peKBH3HUTOB JI€JIOBOr0 MUChbMa. biiaHk JienoBoro
nucbMa. OOuire TpeboBaHus K 0POPMIICHUIO JIETIOBBIX MTUCEM,
0COOEHHOCTH O(OPMIICHHSI IEJTOBBIX MTUCEM OTIECIIBHBIX
Pa3HOBUIHOCTEH (CONPOBOIUTEIHHOE MMUCHMO, TTHCEMO-
npocs0a, 3arnpoc, npeagoxKeHue, TpeboBaHue, rapaHTHIHOE U
1p.). CocTaBiieHHe TEKCTa JIEJT0OBOTO MUChMA.




KoMmmo3ummonHas CTpyKTypa AeIOBOTO MUCHhMA, SI3bIK U CTUITh
IeJI0BOro muchbMa. IIMCbMEHHBIN IETI0BOU YTUKET BEICHUS
JIEJI0OBOM IIEPEIUCKHU.

[Tonsitne noxymenToo6opoTa. Jlokymenronoroku. Oobem
JIOKyMEHTO0000poTa. Bxomsmue nokymeHTbl. OCHOBHBIE BH/IBI
u mporiecc 00padoTku. Mcxonsamue qokymeHTsl. OCHOBHBIE
BU/JIBI U TIpOIecC 00paboTku. BHyTpeHHNE TOKYMEHTHI.
OcHOBHBIE BUIBI U TIPOIIECCH 0OPAOOTKH.

- [IpuHsATHE CTYIGHTOM aKTHBHOTO Y4aCTHUsI B PACCMOTPEHUU B
(dbopMaTe «KpyToro CTojia» TOMAallHUX 3a/1aHuH,
MPEJICTABICHHBIX KAXK/bIM U3 YYACTHUKOB CEMHUHApa.

- [IpeacraBnenue u 3ammra B hopMare «Kpyrioro cToia»
CBOETO, BBICIIAHHOTO 3apaHee, JOMAIIHETO 3a/1aHusl.
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Cemunap Ne 8. PaccmoTpeHue matepuaJsia, u3J05KeHHOTO B
Jexkuuu Ne 8 (tembt Nel15,16), o6cy:kaeHne U yTBepKAeHHe
pa3padoTaHHBIX IOKYMEHTOB: aKTa MpueMa
BBINOJIHEHHBIX Pa0o0T WIN aKTa Nnepeaayu JOKYMEHTOB U
HOMEHKJIATY

Llenb: 3HaTH MpaBwia 0OPMIICHHUS aKTOB IpUeMa Nepeaadu
JIOKYMEHTOB ¥ 0(hOpMJIIEHUSI HOMEHKJIATYPBI JIEJT CBOETO
MpEANPUSITHSL.

OcBoeHue Matrepualia, MpeICTaBICHHOTO B JICKIUH No&,
3amMTa pa3paboTaHHBIX U BBICTAHHBIX B BUJIE JOMAIITHETO
3aJlaHus TOKYMEHTOB.

[Topsimok paboThl Ha ceMUHApE:

- PaccMoTpenune BOMpOCOB MO OpraHU3aluy palliOHAIBHOTO
JOKYMEHTOO0O0pOTa Ha MPEANPHUATUHN; TIOJ0KEHHUS O CIIyKOe
JIEIONPOU3BOJICTBA; HHCTPYKIIMH T10 I€JIONPOU3BOJICTBY;
Perucrpanum 10KyMEHTOB; TEXHOJIOTUU PabOTHI C
UCXOSIIUMU JOKYMEHTaMH; OPTaHU3allluy CUCTEMbl KOHTPOJIS
UCIIOJIHEHUS IOKYMEHTOB Ha IPEAIPUATHN; CPOKOB XpaHEHUs
YIpaBlIE€HYECKUX JOKYMEHTOB; CUCTEMaTH3alluu JOKYMEHTOB
KaK OCHOBBI OpraHM3alMK UX IOCIEAYIOLIET0 XPaHEHHUS;
HOMEHKJIATYPBbI JIe]1 OpraHu3aliy KaK CXeMbl CUCTEeMaTH3alluH
JIOKYMEHTOB; O(hOpMIICHUS JIeJa; COCTABJICHUS OIUCeH Ha
Jiena, nepejaBaeMble B apXyUB OpraHU3aluy;
3aKOHOJIaTeIbCTBA U HOPMATHBOB MO 00ECIIEUYCHHIO
COXPAHHOCTH IOKYMEHTOB.

HaznaueHue 1 BO3MOXKHOCTH CUCTEM IEKTPOHHOIO
nokymeHroobopora. [Ipeumymiectsa u cBoiicrea CO/I.
OcHosuble ponsBoautenu CO /] u Hanbonee N3BECTHBIC
MPOIYKTHI.

-IIpuHsTHE CTYJEHTOM aKTUBHOI'O Y4acTHs B PACCMOTPEHUU B
(dbopMaTe «KpyToro CToJjia» TOMAaIIHUX 3a/1aHuH,
MIPEACTABICHHBIX KaXbIM U3 YUaCTHUKOB CEMHHapa.
-IIpencraBnenue u 3amura B popmMaTe «KpPYIJIOro CTOJay
CBOET0, BHICJIIAHHOTO 3apaHEe, JOMAIIHETO 3a/1aHusl.

6.

B nannom KypcC€ NpUMCHAIOTCA CICAYIOIUC 06pa30BaTCHBHHe TCXHOJIOT'HMH

OBPA3OBATEJIBHBIE TEXHOJIOI'MHA




- neKkuus — ¢Gopma OpraHu3aluy 3aHSATHS, B KOTOPON YKPYIMHEHHAs AUIaKTHUYECKas eIMHUIIA
MepenaeTcss B DKCTPAaKTMBHOM HH(POPMAIIMOHHOM PEKUME JUIS JOCTHIKCHHS TIIOOATbHBIX IeeH
BOCTIMTAHUS U JIOKAJTBHBIX TIeJICH pa3BUTHS;

- cemMuHap — (opMa OpraHHM3AIWMH 3aHIATHS, B KOTOPOW YKPYIMHEHHAs WU OTpaHUYCHHAS
TUTaKTHYECKasl AMHMIIA TIePeIacTCsl B MHTPAaKTHBHOM HMH(POPMAITMOHHOM PEXHUME IS JOCTHKCHHUS
JIOKQJTBHBIX TIeJIel BOCIIMTAHUS U TJI00aTBHBIX IIEJICH pa3BUTHS,

- CcHUCTeMa 3a/Jad — COBOKYITHOCTh 3aJlaHUH K OJIOKYy YPOKOB IO H3y4aeMol TeMme,
yIIOBJICTBOPSIIONIAs TPEOOBAaHUSAM: IOJHOTA, HAIMYHE KIIOYEBBIX 3ajad, CBS3HOCTh, BO3PACTaHHE
TPYJHOCTH B KaXIOM YPOBHE, IIeJieBas OPHEHTAllMA, IIeJieBas JIOCTATOYHOCTh, MCHUXOJIOTHYECKas
KOM(OPTHOCTb;

[TpakTHdeckue 3aHATHS MO JUCHHUILTUHE «/[OKyMEHTOBEICHHE» OXBATHIBAIOT OCHOBHBIC TEMBI
JICKITMOHHOTO Kypca.

[TpakTudeckue 3aHATHSA 10 TUCIUILIMHE TPOBOIATCS B (JOPME POJICBOM UTPHI, MPOBOIUMON HA
OCHOBE TI0JITOTaBJIMBACMBIX CTYJCHTOM JIOMAIIIHUX 3aJaHMsIX, HA CEMUHAPCKUX 3aHITHSX,

DTO0 CIOCOOCTBYET MOJYUCHUIO PA3HOOOPA3HBIX MPAKTUICCKUX HABBIKOR.

- TECTUPOBAHHE - KOHTPOJIb 3HAHUH C IOMOIIBID TECTOB, KOTOPHIC COCTOST W3 YCIIOBHM
(BOMPOCOB) M BapuaHTOB OTBETOB Ui BBIOOpaA (camocTosiTenbHas padota cTyneHToB). TecTupoBaHue
MpUMeHsieTcs Kak (opma KOHTPOJS 3HAHUN CTYJEHTOB IO BCEM TeMaM, MPEIyCMOTPEHHBIM IS
M3YYCHHS, KaK B paMKax CaMOCTOSTEIbHOW pabOThl CTYJEHTOB, TaK M HA MPAKTHYECCKHUX 3aHATHUSX.
TecThl COCTOSIT U3 YCIIOBUI M BAPUAHTOB OTBETOB ISl BEIOOpA.

7. ®OHJ OHEHOYHBIX CPEJICTB

@DOHJ| OLIEHOYHBIX CPEACTB M0 TUCIUILUIMHE 00ECIeUrBaeT IPOBEPKY OCBOCHUS IUIAHUPYEMBIX
pe3ynbTatoB o0ydeHus: (KOMIETEHIMH M MX WHIUKATOPOB) MOCPEICTBOM MEPONPUSITHN TEKYUIETO,
pyOexKHOr0 U IPOMEKYTOUHOTO KOHTPOJISl IO JUCIUILIUHE.

CBsa3p Mexny (opMHUpPYEeMBIMH KOMIIETEHUMSAMH M (OpMaMH KOHTpPOJII HUX OCBOCHMS
IIpeJCTaBJIeHA B ClIeAyIOLIeH Tabnuie:

KOMHETCHHI/IH I/IHI[HKaTOPLI OCBOCHUSA ATTeCTaHI/IOHHOC MGPOHPHﬂTI/Ie
(KTI 1)
TK-9 3-TIK-9 3, K-8, KU-16, J13-2, Cem-2,

13-4, Cem-4, 13-6, Cem-6, J/13-8,
Cem-8, k.p-8, [13-10, Cem-10,
J3-12, Cem-12, [13-14, Cem-14,
J3-15, Cem-15, k.p-15

V-IIK-9 3, KH-8, KH-16, [13-2, Cem-2,
13-4, Cem-4, I3-6, Cem-6, J/13-8,
Cem-8, k.p-8, [13-10, Cem-10,
J3-12, Cem-12, /13-14, Cem-14,
J3-15, Cem-15, k.p-15

B-I1K-9 3, K1-8, KU-16, [13-2, Cem-2,
13-4, Cem-4, [13-6, Cem-6, J13-8,
Cem-8, x.p-8, 13-10, Cem-10,
J3-12, Cem-12, [13-14, Cem-14,
J3-15, Cem-15, x.p-15

HIkanbl oneHKH 00pa3oBaTeIbLHbBIX 10CTHKEHUI



[IIxana Ka)KAOro KOHTPOJIBHOI'O MEPOIPHUATHS JIEKHUT B mpenenax oT 0 10 yCTaHOBIIEHHOTO
MaKCHMAaJILHOr0 Oajljla BKIIOUYMTEILHO. MTorosas aTTecTanuAa I10 JUCHUIIIIMHE OLICHUBACTCA IIO 100-
0aJUIbHOM IIKae W MpeAcTaBiIsieT co00il cymmy OaioB, 3apabOTaHHBIX CTYJEHTOM IPHU BBITIOJTHEHUU
3a/IaHUM B paMKax TEKYIIEro W MPOMEXYTOYHOTO KOHTPOJIS.

Hrtorosas olieHKa BBICTaBISAETCS B COOTBETCTBUHU CO CIEAYIOLICH IIKAJIOM:

Cymma Ouenka no 4-ex Onenka | TpeGoBaHUS K YPOBHIO OCBOSHUIO
OaJUI0B OAJUILHOH IIKAJIE ECTS Y4eOHOU TUCITUTITUHBI

OHCHKa «OTJIMYHO» BBICTABJISACTCS
CTYJICHTY, €CJTH OH TJIyOOKO M IPOYHO
YCBOMJI IPOTPAaMMHBII MaTepuar,
MCUEPIIBIBAIOIIIE, TOCIIEI0BATEIBHO,
90-100 5 — «omauuno» A YETKO U JIOTHYECKH CTPOHO ero
M3JIaraet, yMeeT TECHO YBA3bIBATh
TEOPUIO C IPAKTUKOM, UCIIONB3YET B
OTBETE MaTepUall MOHOTPAPHIECCKOM

JIMTEPATYPHI.
85-89 B O1ieHKa «XOPOII0Y» BBICTABIISIETCS
75-84 C CTYJIEHTY, €CITH OH TBEP/IO 3HACT

MaTepHaj, TpaMOTHO U IO CYLIECTBY
n3Jaraer ero, He JOIyCKas

D CYIIECTBEHHBIX HETOYHOCTEH B OTBETE
Ha BOIIPOC.

4 — «xopouioy
70-74

65-69 OrneHKa «yI0BJIETBOPUTEIBHOY

BBICTABISIETCS CTY/ICHTY, €CIIM OH UMEET
3HaHMS TOJILKO OCHOBHOTO Martepuala,

3 - HO HE YCBOWJI €ro JICTaNeH, JOImyCcKaeT
60-64 «Y0081eMBOPUMENLHOY E HETOYHOCTH, HEJIOCTATOYHO IPABUIIEHBIE
(hopMyTUPOBKH, HAPYIIEHUS
JIOTHYECKOM MOCIEI0BATEIBHOCTH B
U3JI0)KEHUH OPOrPaMMHOI0 MaTepuaa.

O1leHKa «HEYOBIETBOPUTEIBHOY
BBICTaBJIACTCA CTYACHTY, KOTOpBIfI HC
3HAET 3HAYUTEJIBHOMN YacTH
MPOrPaMMHOTO MaTepuala, JOMmyCcKaeT
H 60 2- F CylIecTBeHHbIe ommnOKu. Kak mpasuio,
HoRe KHEYO0BI1eMBOPUMETLHOY OIICHKA «HEYIOBJICTBOPUTEIHHOY
CTaBUTCS CTYJICHTaM, KOTOPbIC HE MOTYT
MIPOJIOJDKUTE 00yIeHHE 0e3
JOITIOJTHUTCIIBHBIX 3aHSATUH 110

COOTBCTCTBYIOHleﬁ JVUCIHUIITIMHC.

8. YYEBHO-METOAUYECKOE U TH®OOPMAIIMOHHOE OBECIIEYEHHE
YYEBHOH JUCHUTILJIUHBI

OCHOBHAA JIMTEPATYPA:

1. DU 3-38 JlokyMeHTalMoHHOEe o0ecreueHre yrpasiaeHus: yueoHoe nocooue : , Mocksa: EAOU,
2012

2. DU JI 25 JloxymeHnToBeaeHue: yueOHuK : , Moscow: IIpocmekT, 2016



3. DU K65 Koncynsrantllmtoc : CripaBouHo-1IpaBoBasi 6a3a JaHHBIX 110 POCCUICKOMY
3aKOHOJIaTeNbCTBY, , M.: KoncynpranT I[lntoc, 2015

JOITOJIHUTEJIbHA S JIMTEPATYPA:

1. DU K 91 KonduaeHnuanpHOE IEI0MPON3BOCTBO U 3alTUIIICHHBIA dJIEKTPOHHBIN
JTOKyMEHTO000pOT: yueOHuk : , Mocksa: JIOI'OC, 2013

2. 005 I 95 OcHOBBI J1€710ITPOU3BOJICTBA S3bIK CIIY>)KEOHOTO TIOKYMEHTA : yUeOHHUK U MPAKTUKYM JJIs
akajeMmuueckoro OakamaBpuara, Mocka: FOpaiit, 2018

3. OU P 59 Tunuynbie omMOKM KaIpoBOro AeI0onpon3BoacTBa : , Moscow: IIpocnekt, 2016

4. 005 K89 Jlenompou3BoaACTBO (IOKyMEHTAIIMOHHOE obecrieuenue ynpasienus) : , T. B. Ky3Henosa,
Mocksa: Xypuan "Ynpasnenue nepconanom"”, 2007

[TPOI'PAMMHOE OBECIIEYEHUE:

CrnenuansHOe MporpaMMHoOe oOecriedeHne He TpedyeTcs
LMS U UHTEPHET-PECYPCBI:

1. Koncynprant Ilntoc

https://online.mephi.ru/

http://library.mephi.ru/

9.  MATEPUAJIBHO-TEXHUYECKOE OBECIEYEHHUE YYEBHOI
TACIATITAHBI

CrieninanbHOE MaTepUATBHO-TEXHUYIECKOE 00ecIieueHne He TpeOyeTcs

10. YYEBHO-METOAWYECKHUE PEKOMEHJALIUU IJIAA CTYAEHTOB

OCHOBHBIMU BHJaMH Yy4eOHBIX 3aHATHI B Ipoliecce MpenofaBaHUs AUCLHUIIIMHBI SBISIOTCS
JICKIIMA U CEMUHAPCKHE (MPAKTHUECKUE) 3aHATHS.

[Ipu mOATOTOBKE K CEMUHAPCKOMY 3aHATHIO HEOOXOAUMO, MPEXK/IE BCETO, MPOYUTATh KOHCIIEKT
JIEKIIUU ¥ COOTBETCTBYIOILIUE pa3/ieibl y4eOHOW JUTEepaTyphl; MOCIE Yero M3yuyuTh HE MEHee JIBYX
PEKOMEHZIOBAaHHBIX MO OOCYXJaeMOW TeMe CHELUANbHbIX HCTOUYHUKOB: CTaTed MEepUOJUYECKUX
u3JaHui, MOHOrpaduii U T.M. BakHO 3aKOHCHEKTHPOBATH TEOPETHUYECKUE MOJOXKEHUS H3YUYCHHBIX
HCTOYHUKOB U CUCTEMATU3UPOBATh UX B BUJIE TE3UCOB BHICTYIUIEHUS Ha ceMuHape. [lose3Ho cpaBHUTH
pa3Hble MOJXOJbl K PEIICHUIO ONPEIEIEHHOr0 BOIPOCAa U IONBITaThCS HA OCHOBE COIOCTaBICHUS
apryMeHTOB, NPUBOJUMBIX aBTOpaMu paboOT, 0OOCHOBATH CBOIO MO3UIMIO C OOpalleHueM K ¢akram
peabHOM IeMCTBUTEIIBHOCTH.

ITog camocrosiTenbHON pabOTONM CTYACHTOB IMOHUMAETCS IUIAHHpyeMmash ydeOHas, ydeOHO-
HCCIIeIOBaTeNbCKasl, a TaKKe HAyYHO-HCCIeIoBaTeNlbckast paboTa CTYIEHTOB, KOTOPAask BBIMOIHIETCS



BO BHEAyAUTOPHOE BpeMs MO HMHHULIMATUBE CTYACHTA WJIM 10 3aJaHduI0 U IPU METOJUYECKOM
PYKOBOJICTBE IpEToaaBatesis, Ho 6€3 ero HermocpeACTBEHHOTO y4acTusl.

OCHOBHBIMH BUJAMH CAMOCTOATEIbHON yUeOHON NEATENIbHOCTH CTYAEHTOB BBICILIETO yUeOHOIO
3aBe/IeHUs ABJISIOTCS:

1) npeaBapuTenbHasi HOATOTOBKA K ayIUTOPHBIM 3aHATHUSAM, B TOM YHUCIE U K TEM, Ha KOTOPBIX
OyIleT u3y4aTrhCsl HOBBIM, HE3HAKOMBIA MaTepHuai. [Ipeamnonaraercs udyuyeHue ydeOHON MporpaMMbl U
aHayM3 HamOoJee 3HAUMMBIX U aKTyaJbHBIX MpoOIeM Kypca.

2) CBoeBpeMeHHas 10Pa0OTKa KOHCIIEKTOB JICKIIHIA;

3) Ilonbop, u3yyeHue, aHaau3 U MPU HEOOXOAUMOCTH — KOHCIIEKTHUPOBAaHNE PEKOMEHI0BAaHHBIX
WCTOYHHKOB TI0 Y4eOHBIM JUCIUILINHAM;

4) NoAroTOBKa K KOHTPOJIbHBIM 3aHATHUSAM, 3a4€TaM U IK3aMEHaM;

5) BBINIOJIHEHUE CHEIUANIbHBIX YUEOHBIX 3alaHUM, IPEAYCMOTPEHHBIX yUeOHO! NPOrpaMMoHn, B
TOM 4ucCIIe peQepaToB, KypCOBbIX, KOHTPOJIbHBIX padOT

Bce Buabl camocTosITENbHOM paboThl AMCHUIUIMHE MOTYT OBITh pa3JesieHbl HA OCHOBHBIE U
JOTIOJTHUTENbHBIE.

K ocHOBHBIM (00s3aTeNnbHBIM) BUAAM CaMOCTOSITEIBHON paOOTHI CTYJIEHTOB MPH H3YYCHHH
aMMHHUCTPATUBHOIO ITpaBa OTHOCHUTCS:

a) CaMOCTOSTEJIbHOE U3yUeHHE TEOPETUIECKOro MaTepuaa,

0) pelieHue 3a/1a4 K CEMUHAPCKUM 3aHATHUSM,

B) BBINOJIHEHUE TUCbMEHHBIX 3a1aHUN K CEMUHAPCKUM 3aHITHSIM,

I') IOATOTOBKA POJIEBBIX UTP

JIOTIOJTHUTENBHBIMU BUAAMU CAMOCTOSITENIBHON paOOThI SIBIISIOTCS:

a) BBIMOJTHEHUE KYPCOBBIX pabOT

0) mOAroTOBKA AOKJIAJ0B U COOOIIEHUH AJIs BBICTYIUICHHUS HA CEMUHApax;

JlaHHbIE BUABI CaMOCTOATEIBHONW pPAaOOTHI HE SBISIOTCA OO0S3aTE€IBHBIMA U BBIOJIHSAIOTCS
CTYACHTaMH 10 COOCTBEHHOI MHUIIMATUBE C MIPEIBAPUTEIILHBIM COTJIACOBAHUEM C MPEIOaBaTEIEeM.

HcTounnkaMu 1J1s CaMOCTOSITENIBHOTO U3yUEHUSI TEOPETUUECKOI0 Kypca BbICTYAIOT:

- Y4eOHUKH 110 MIPEIMETY;

- KYPCBI JIEKIUH 110 IPEMETY;

- yueOHbI€ TOCOOMS MO OTJEIBbHBIM TEMaM

- Hay4HbI€ CTaThU B EPUOANYECKON IOPUINYECKON MTeYaTh U PEKOMEHJOBaHHBIX COOPHUKAX;

- HayyHbIe MOHOTpaduu.

YMeHHe CTyIeHTOB OBICTPO W MPaBWIBHO MON00paTh JHUTEpaTypy, HEOOXOIUMYIO JUIs
BBITIOJIHEHHUST Y4EOHBIX 3aJaHMM M HayyHOH paboOThl, SBJISETCS 3aJOIOM YCIEIIHOTO OO0YyYeHHs.
CamocTosATeNnbHbIM MOA00P JUTEPaTyphl OCYIIECTBISETCS MpPHU TOATOTOBKE K CEMHUHApPCKUM,
MPAKTUYECKUM 3aHATHUAM, MPH HANKMCAaHUM KOHTPOJIBHBIX KYPCOBBIX, JWUIUIOMHBIX pa0OT, Hay4HBIX
pedeparos.

[TonoxxutenbHbI PE3yJabTAT MOXKET ObITh JOCTUTHYT TOJIBKO IMPH YCIOBHM KOMILJIEKCHOTO
WCIOJIb30BAHUSl  PA3JIMYHBIX  y4eOHO-METOIMWYECKHUX  CPEICTB, MNPUEMOB, PEKOMEHIYEMBbIX
MPENOIABATENSIMU B XOA€ YTEHUS JIEKUHWHA W NPOBEICHUS CEMHHAPOB, CUCTEMATUYECKOIO YIOPHOTO
TpyJa 10 OBJIAJCHUIO HEOOXOAUMBIMH 3HAHUSMH, B TOM YHCJIE U IIPU CAMOCTOSTEIBHOM paboTe.

11.  YYEBHO-METOJWYECKHUE PEKOMEHIALIUM JJI51 IPEMOJABATEJIEN

YueOHas nporpamMmma H KaHeH,Z[apHO-TCMaTI/I‘leCKI/Iﬁ IJIaH TO3BOJIAKOT OPHUCHTHUPOBATH
CTYACHTOB Ha CUCTCMHOC U3YUYCHNUC MAaTCPUAJIOB JUCHUIIJINHBI.



OCHOBHBIMU BUIaMHU Y4YEOHBIX 3aHSATHHA B IMPOLIECCE IMPENOAaBaHUS JAUCHUILUIUHBI SBISIOTCS
JIEKIIUU U CEMUHAPCKUE (MIPaKTUUECKUE) 3aHITHSL.

B xone nexmuM pacKpbhIBAIOTCS OCHOBHBIE M HamOoliee CIIOKHBIE BOMPOCH! Kypca. [Ipu aTom
TEOPETUYECKHE BOMPOCH HEOOXOJWMO OCBEIaTh C y4eToM Oyaymed mnpodecCHOHATbHON
NeSITeTbHOCTH CTYICHTOB.

B 3aBucHMOCTH OT 1€TIe JIEKIIUN MOXHO IMOJIPA3/IeIUTh HA BBOJHBIC, 0030pHBIE, TPOOIEMHbBIE
Y YCTAaHOBOYHBIE, a TAK)KE JICKIIMU TI0 KOHKPETHBIM TeMaM.

B xo/1e BBOJIHO JIEKIIMU CTYJICHTHI MOJy4aroT 00IIee MPEeACTaBICHUE O TUCIUILIMHE, 00bEME
U CTPYKTYype Kypca, IPOMEKYTOUHBIX U UTOTOBOM (popMax KOHTPOJIS U T.II.

OO030pHbIE  JIEKIMM, KaK NPaBWIO, YHTAIOTCS IO JUCLHUIUIMHAM, BBIHOCUMBIM Ha
rOCYJIapCTBEHHBIHN 9K3aMEH, C LIEIbI0 CHCTEMAaTU3aIH 3HAHUH CTY/IEHTOB HaKaHyHe 3k3ameHa. Llenbio
YCTAaHOBOYHBIX JIGKIIMK SIBISIETCS MPEIOCTaBICHHE OO0Y4aeMbIM B OTHOCHUTEIBHO C)KAaThle CPOKHU
MaKCUMaJIbHO BO3MOYKHOTO OOBbEMa 3HAHHWH MO pa3jeiaM WIH Kypcy B HeloM U (OPMHUpPOBAHHE
YCTAaHOBKM Ha AaKTHUBHYIO CaMOCTOSTEIbHYIO paboTy. Ha mpoOMeMHBIX JIEKIUSX OCBEIIAI0TCS
aKTyaJbHbIC BOIPOCHI Y4eOHOTO Kypca.

OCHOBHBIM BHJIOM JICKIIUi, YATAEMBIX IO JUCIUILUIMHE SBISFOTCS JICKIUH 1O KOHKPETHBIM
TEMaM.

[Tpu moxbope M M3Y4YEHHU HMCTOYHHKOB, (OPMHUPYIOLIMX OCHOBY JIEKIIMOHHOIO MaTepuana,
MIPEToIaBaTeNi0 HEe0OX0AUMO ONIEPATHBHO OTCIICKHMBATH HOBBIE HANPABIICHHUS PAa3BUTHUS MPEAMETHON
o0nacTi AMCUMIUINHEL, (pukcupoBaTh mybOnukanuu B CMU, nepuoaudeckux U3AaHUAX, CBSI3aHHBIX CO
cnienndukoit Kypca.

TeKcT JIeKIMU JO0KeH OBITh YeTKO CTPYKTYPHPOBAH U COJEPKATh BBIJICIICHHBIE OTPE/ICICHNS,
OCHOBHBIC OJIOKM MaTepuala, Kiaccudukauu, 0000IIeHHS 1 BBIBOIBI.

Bocnpusitie 1 ycBoeHHe 00y4aeMbIMH JICKIIMOHHOTO MaTepualia BO MHOTOM 3aBHUCHUT OT TOTO,
HACKOJIbKO Y(PPEKTHUBHO MPUMEHSIOTCS pPa3HOOOpa3Hble CPEICTBa HATISTHOTO COMPOBOXICHUS W
JUJTAKTUYECKHE MaTepUasbl.

Jleknuio 1enecooOpa3HO YUTATh C TEMIIOM, KOTOPBIA IO3BOJSET KOHKPETHOMY COCTaBY
ayauTopuu 0e3 M3JHIITHET0 HAIPsHKEHUs BOCIIPHHUMATh U yCBaWBaTh €€ COJIepKAHNUE.

Ha nexknuoHHBIX 3aHATUSAX CTYICHTHI JOJDKHBI CTPEMHUTBCS BECTH KOHCIEKT, B KOTOPOM
OTPAKAIOTCSI BAYKHEHUIITHE MTOJIOKESHHS JICKIIHH.

Kaxnmast nmekiusi 3aBepiiaeTcsi 4eTKO c(hOpMYyITHMPOBAHHBIMH BBIBOJAMH. 3aBeplasi JICKIUIO,
pPEKOMEHAyEeTCST COOOUIMTHh CTYACHTAM O TeMe CJCHyIOIIero 3aHsTHs | JaTh 3aJaHue Ha
CaMOCTOSITENIbHYIO TOATOTOBKY. JIiisi JeTalbHOW W OCHOBATEIbHOH MPOPAOOTKH JIEKIIMOHHBIX
MaTepHaJIOB MPETo1aBaTeNlb PEKOMEHIYET K U3yUEHHIO 00s3aTeIbHYIO JINTepaTypy MO TeMaM Kypca.

CTyneHTbl JOKHBI MMETh BO3MOKHOCTB 3a/1aTh JIEKTOPY BOMPOCHl. UTOOBI MMETh BpeMs Ha
OTBETHI, JIEKLUIO 11e7IeCO00Pa3HO 3aKaHUYMBATh HA 5-7 MUHYT paHbIlle YCTAaHOBJICHHOTO BPEMEHHU.

Ot npenogaBatens Tpedyercs chOpMUPOBATH Y CTYJACHTOB NPABHILHOEC TOHUMAHNUE 3HAYCHHUS
CaMOCTOSITENIbHOU PaboThI, 00yunTh X HanOosee (P (HEeKTUBHBIM PUEMaM CaMOCTOSITEILHOTO TIOMCKA
Y TBOPUYECKOTO OCMBICIICHHS TPHOOPETEHHBIX 3HAHNH, IPUBUTH CTPEMIIEHUE K CaMOOOpa30BaHUIO.

Llenbl0 CEeMHHAPCKUX 3aHSATHH SBISETCS 3aKpEIUICHHE TEOPETHYCCKUX 3HAHHM, TOJTYYECHHBIX
CTYZICHTAaMH Ha JICKIIMAX W B MPOIECCE CaMOCTOSITEIbHON pabOThl, a TaKke BBIPAOOTKA Yy HHX
CaMOCTOSITEIILHOTO TBOPYECKOTO MBIIIICHUS, TPUOOPETCHHE W PAa3BUTHUE CTYICHTAMU HAaBBIKOB
yOIMYHOTO BBICTYIUICHHS U BEJCHUS TUCKYCCUH, IPUMEHEHUSI TEOPETUUECKUX 3HAHUIN Ha MPAKTHUKE.
Kpome Toro, Ha ceMuHape MpOBOAUTCS TEKYIIUH KOHTPOJIb 3HAHUH 00y4aeMbIX OCPEICTBOM YCTHOTO
OIpoca, TECTUPOBAHUS M BBICTABJICHHUS OLICHOK.



Ha kaxxaoM ceMuHapcKoM (IPakTUYEeCKOM) 3aHATHH IperojaBaTeNb 00s3aH 00ecreuynBaTh
BBITIOJIHEHUE KOHTPOJUPYIOMEH (YHKIMU JaHHOTO BHAA 3aHATHHA. OCHOBHBIE LIETH KOHTPOJS Ha
CEMHUHAapax - ONpeeNIEHUE CTENEHW T'OTOBHOCTH YYEOHOH TPYMIbI, OPUEHTUPOBAHUE CTYJEHTOB Ha
CUCTEMATUYECKYI0 pabOTy MO OBIAJACHUIO MPEIMETOM, YCHUICHHE OOpaTHOM CBSA3M IpernoaaBaTens
00y4arolMMUCs, BbISIBJICHHE OTHOLLIEHUS K AUCLUUIUIMHE, BHECEHUE NMPU HEOOXOUMOCTH KOPPEKTHUB B
CoJIepKaHNEe U METOJUKY OOyUeHHsL.

N3ydenne Kypca 3aKkaHUMBAETCS aTTECTALUEH IO TUCLUIUIMHE.
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