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AHHOTANIUA

YyeOHast IUIIMILIMHA HampaBjieHa Ha (OpMHUpPOBaHUE MPOPECHOHATBHBIX KOMIICTCHIIUH,
HEOOXO/JMMBIX COCTaBJICHUS M O(OPMIICHUS TOKYMEHTOB B COOTBETCTBUH C TpPEOOBaHHSIMHU
roCy/lapCTBEHHBIX CTaHJIApPTOB. B mporecce OCBOEHMS AMCUMIUIMHBL Yy CTYJEHTOB pa3BUBAIOTCS
YHHUBEpCaJIbHbIE (0OLIEKYIbTYPHBIC) U MPO(ECCHOHATLHBIE KOMITETCHIIUH.

1. IEJIA 1 3AJAYA OCBOEHUS YYEBHOM JTACIHUILIAHBI

Ilenpto ocBOeHUs y4eOHON AMCIUIUIMHBI SIBISCTCS YIIYOJGHHOE H3ydeHHE JOKYMEHTa H
CHUCTEM JIOKYMEHTAIIMM B WX HCTOPUYECKOM DPA3BUTHH, TEOPETHUYECKUX W MPAKTUUYCCKUX MPOOJIeM
CO37aHusl JOKYMEHTHPOBAHHOW WH(OpMAIMK yUpPSKICHHN JII000H OpraHU3alMOHHO-TIPABOBOM
(bopMBL.

3amauu:

- (opmupoBaHue y CTyJIeHTa HOBOTO MBIIUICHUS, OCHOBAHHOTO HA HCIIOJIb30BAHUU
WH()OPMAIMOHHBIX TEXHOJOTUH, KOTOPhIE aKTHBHO CIIOCOOCTBYIOT Pa3BUTHIO SKOHOMHKH, ITOJIUTHKH,
rocy/lapcTBa Ha OCHOBE CTaHOBJICHUSI HH(GOPMAIMOHHOTO OOIIECTBA.

- TIOJITOTOBKA BBICOKOKBAJIU(DHUIIMPOBAHHBIX CIICIIUAIMCTOB ¢ HABBIKAMH IPUMEHEHHUS CUCTEM
JOKYMEHTO00O0pOTa B MPAKTUUYECKOW JEATENbHOCTH, HayKe U 00pa3oBaHuu. OHU JOIKHBI HE TOJIBKO
ymeno U 3¢ (HEKTUBHO UCTIOIb30BaTh KOMIBIOTEPHYIO TEXHUKY, HO MOJEIUPOBAaTh UH(OPMALIMOHHBIE
MPOIIECCHI U aKTUBHO BHEPSATH JJTOKYMEHTOOOOPOT HA MTPAKTHUKE.

2. MECTO YYEFHOM JUCIHUILINHBI B CTPYKTYPE OOII BO

JucuuniumHa onMpaeTcss Ha KOMIIETEHLMH, 3HAHUS M HABBIKM, IIOJIYYCHHBIE CTYACHTaMU IIpU
M3Y4YEHUN TaKUX JUCLUIUINH, KaK:

OKOHOMUKA OpraHu3aluy (MIPeANpHUsITHS);

VYnpasieHue opranuzanueit (mpeanpusaTuem);

OCHOBBI KOHTPOJIBHO-HAI30PHOM AESTEIBbHOCTH.

B cBoio ouepenp, 3HaHME JIOKYMEHTAIMOHHOTO OOECIEYeHMs TOCYIapCTBEHHOW CIyXOBbI
HE00XO0AUMO MPU U3YYEHUH TUCLUIUINH!

KoHTpous u peBusus;

Aynut;

OcHOBBI (PMHAHCOBOI'O paccieI0BaHus;

byxranrepckuii ynpaBIeHUECKUHN yUeT;

bromKeTHBIN y4eT U OTYETHOCTD;

VY4eT ¥ OTYETHOCTh B TOCYAAPCTBEHHBIX OpraHax;

CynebHast 5JKOHOMHYECKas! SKCIIEPTU3A;

PacciienoBanre 5KOHOMUYECKUX IIPECTYIIICHUN;

VYrpasnenne ¢uHaAHCAMM W PHUCKaMHM OpraHU3alluy, MPHU MPOXOKICHUH IPOU3BOJICTBEHHOU
MpaKTUKK  (HAy4HO-UCCIEeNOBaTeNbCcKas paboTa, UCCIIEJOBaHHNE HOPMATHBHO-TIPABOBOM  0a3bl
SKOHOMMYECKOM AKCHEepTU3bl), MPOU3BOACTBEHHON MpaKTHUKU (HaydyHO-HCCIenoBaTelbckas paloTa,
SKOHOMMKO-TIPABOBOE OOEcreueHue 3KOHOMHYECKON Oe3011acHOCTH), MPOU3BOJICTBEHHOM MPaKTUKU
(HayyHO-UCCNeioBaTeNbCcKass padoTa), a TaKkkKe JUIsl MOJATOTOBKM BBIMYCKHOM KBanM(UKaldOHHON
pabotsl (BKP).



3. ®OPMUPYEMBIE KOMIIETEHIIUA U IVTAHUPYEMBIE PE3YJIbTATBI

OBYYEHUA

YHuBepcabHble U(UH) 00ImenpodeccuoHaIbHbIe KOMIETCHIINH:

KOI[ N HAUMCHOBAHHEC KOMIICTCHII ‘ KOII U HAMMCHOBAHUC MHAUKATOPA NOCTHIKCHUS KOMIICTCHIIUN

[TpodeccnonanpHble KOMIETCHIIMA B COOTBECTBHM C 3aqa4aMyd W OOBEKTaMu (0OIacTsMu

3HaHUI ) TPOPECCUOHATBLHOMN 1eATEILHOCTH:

3apaua
npodeccuoHaIbLHOM
aesteabnoctu (3I11)

O0BbeKT NIk 00J1aCTh
3HAHUSA

Kon n nHaumeHnoBanue
npogeccuoHaILHOM
KOMIIETEeHIHH;
OcHoBanue
(mpogeccuoHaNbHBIN
cranaapr-IIC, ananu3
ONbITA)

Koa n naumenoBanue
HHIMKATOpPa
AOCTHKEHUS
npogeccuoHaIbLHOM
KOMIIeTeHI[UH

Opranusanus padoThbl
MaJIbIX KOJUIEKTUBOB U
IPYIII UCIIOJIHUTEIIEH B
Ipolecce penieHus
KOHKPETHBIX
npodecCHOHATBHBIX
3ajady;

OpFaHI/ISaLII/IOHHO-YHpaBJ'IeHLIeCKI/Iﬁ

00LIECTBEHHbIE
OTHOILIeHHUS B chepe
o0ecrnieueHus
3aKOHHOCTH U
IIPABOIIOPAIKA,
SKOHOMHUYECKOU
0€30I1aCHOCTH;
COOBITHS U JCHCTBUS,
CO3/AI0IIHE YTPO3bl
DKOHOMHUYECKOU
0€30I1aCHOCTH;
CBOMCTBA U MPU3HAKU
MaTepHaTbHBIX
HOCHUTEJIEH pa3bICKHOU
Y J10Ka3aTeJIbCTBEHHON
uHpOpMaINH;
MOBE/ICHNE
XO3AUCTBYIOIIUX
CyOBEKTOB, UX
3aTpaThl, PUCKU U
pe3yNbTaThl
SKOHOMHUYECKOU
NeSITeNIbHOCTH,
(bYHKUMOHUPYIOIIHE
PBIHKH, (PHHAHCOBBIE U
uH(pOpPMaIMOHHBIE
MOTOKH,
IIPOU3BOJICTBEHHbBIE
MPOLIECCHI.

ITK-9 [1] - Criocoben
IUTAHUPOBATh U
OpraHu30BBIBAThH
CIIy)keOHYI0
JeSITeTHHOCTD
HOJYUHEHHBIX,
OCYILECTBIISITh
JIOKYMEHTAILUOHHOE
o0ecrieueHue
YIIPABJIEHYECKOU
JeSITeTHHOCTH

OcHosanue:
[TpodeccnonanbHbIif
crangapt: 08.037

3-T1K-9[1] - 3uathb
METO/bI INITAHUPOBAHUS
Y OpraHu3aIyu
CITy>KeOHOM
JEATeIbHOCTH
[OTYMHEHHBIX,
OCYIIECTBIICHUS
JOKYMEHTAI[HOHHOTO
o0ecrnieueHus
YIIPABJICHYECKOU
NeSITeTbHOCTH ;
V-IIK-9[1] - Ymeth
TUTAHUPOBATH U
OpPraHU30BBIBATh
CITYyKEOHYIO
JesTeNbHOCTD

MO TYMHEHHBIX,
OCYIIECTBIIATh
TOKYMEHTAI[HOHHOE
obecrieyeHue
YIIPaBJIEHYECKOU
NeSTeNbHOCTH;
B-TTK-9[1] - Biagets
HaBBIKAMHU
TUTAHUPOBAHUS U
OpraHu3aIH
CITyKeOHOM
JeSTeIbHOCTH

MO TYMHEHHBIX,
OCYIIECTBIICHUS
JTOKYMEHTAI[HOHHOTO
obecrieyeHus
YIPaBJICHYECKOU




JACATCIIBHOCTH

4. BOCIIMTATEJIbHBINA MOTEHITAAJ JUCITATLIAHBI

Hanpasnenus/uenu 3anauyn BocriuTaHus (KOJ) BocnuTarenpHbli moTeHIIMAT

BOCITUTAHUS JUCUHUTLITAH

[IpodeccuonanpHOE Co3anue ycaoBUid, Hcnonp3oBanne BOCIUTATEIHLHOTO

BOCIIUTAHUE o0ecreunBaromx, MOTEHIMaNa TUCIUILIUH
dbopMupoBanue poheccCuoHaNTbHOTO MOAYJIS JIIsS

OTBETCTBEHHOCTH 32
po¢eCCHOHAIIBHBIN BBHIOOD,
npodeccHoHabHOE pa3BUTHE
U poeccuoHaNbHBIC
pemenus (B18)

(GhOpMHUPOBAHUS Y CTYICHTOB
OTBETCTBEHHOCTH 3a CBOE
npodeccroHabHOE pa3BUTHE
MOCPEICTBOM BBIOOpA CTYJCHTAMU
HHIUBUAYAJIbHBIX O6pa3OBaTeJIBHBIX
TPaeKTOPUI, OpPraHH3aIUH CHCTEMbI
OOLIECHUS MEXKy BCEMU YYaCTHUKAMU
00pa3oBaTeIbHOTO MPOIIEcca, B TOM
YHCJIC C UCIIOJIb30BAHUEM HOBBIX
UH(OPMAIIMOHHBIX TEXHOIOTHH.

S. CTPYKTYPA M COJEP)KAHUE YYEBHOM JUCHUILINHBI

Pa3nensl yueOHON AUCHUTUIMHBIL, KX 00BEM, CPOKH U3ydeHHS U (POPMBI KOHTPOJIA:
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5 Cemecmp
1 | O6mwme npaBuia | 1-8 | 8/8/0 J13-2 25 KH-8 3-T1K-9,
odopMIIeHHUS (2),Cem- VY-TIK-9,
yIpaBIE€HYECKUX 2 B-TIK-9
JIOKYMEHTOB. (3),143-4
OpraHu3anuoOHHO- (2),Cem-
IIPaBOBbIE u 4
pacropsiAuTeIbHbIE (3),43-6
JIOKYMEHTBI. (2),Cem-
6
(3),13-8
(2),Cem-
8
(3)’Kp_8
(4)
2 | JIokyMeHTbI no | 9-16 | 8/8/0 J3-10 25 KHN-16 | 3-TIK-9,
NEPCOHAILY (2),Cem- VY-TIK-9,




PEIIPUATHS, 10 B-TIK-9
nH(pOpMaIMOHHO- (3),143-
CIIPaBOYHbIE U 12
nH(pOpMaIMOHHO- (2),Cem-
AHAJTUTUYECKUE 12
JIOKYMEHTBI. (3),143-
Opranuzanus paboThl ¢ 14
JIOKYMEHTaMH. (2),Cem-
14
(3)’H3-
15
(2),Cem-
15
(3)’K'p-
15 (4)
HUmoezo 3a 5 Cemecmp 16/16/0 50
KonTpoabHbie 50 3 3-I1K-9,
MepomnpusiTusi 3a 5 VY-TIK-9,
Cemectp B-T1K-9

* — COKpaICHHOEC HAUMEHOBaHKUE (POPMBI KOHTPOJIS
** _ cyMMa MakCHUMaJIbHBIX 0a/UIOB J0JDKHA ObITh paBHa 100 3a cemecTp, BKJIIOYAs 3a4eT W
(wn) PK3aMeH

COKpaH_IeHI/Ie HaMEHOBaHUM (1)OpM TCKYLICTO KOHTPOJIS U aTTECTAllUN pa3iCJIOB:

O0o3uauenue | [To1HOE HAMMEHOBAHHE

13 Jlomanraee 3agaHue

KN KoHTpoJb 110 uToram

Cem CemuHap

K.p Kontposbnas pabota

3 3auer

KAJIEHJAPHBIN IIJIAH

Henenu | Tembl 3ansaTuii / Conepxanue Jlek., | IIp./cem., | JIao0.,
qac. qac. yac.

5 Cemecmp 16 16 0

1-8 O0mme npaBuiia opopmiieHUsI yIIPABJICHYECKUX 8 8 0
AO0KYMeHTOB. OpraHnn3aiMoOHHO-IIPABOBbIE U
pacnopsiiuTe/bHble JOKYMEHThI.

1 Tema 1. Ilpeamer, cogepxxanue, 3a1a4u JUCUUIIJIMHBI. Bcero aynutopHbIx 4acoB

OcHOBHBIC TEPMHHBI U ONIPeIEICHHUS. 1 |1 [0

Onpenenenne T0KyMEHTa, Ipoecca TOKYMEHTUPOBAHUS U Onnaia

JUCHUIIIMHBI JOKYMECHTOBEICHHUS. Knaccmbmcaunﬂ 0 0 0
nokyMeHToB. CTpyKTypa HopMaTHBHO-TIpaBoBoi 6a3el IOV B
P®. OcHOBHBIE 3aKOHOIATEbHBIE U TPABOBBIE aKThI B
obnactu uHpopmaruu u nokymentanuu. [lonstue
«yHUDUIIUPOBAHHAS CUCTEMA JJOKYMEHTAITUN.
I'ocynapctBennsie cranaapTsl Ha Y CJl. MexayHapoaabie U
rocy/lapcTBeHHbIE cTaHapThl PO B 061acTu paboThI ¢




yIIpaBJIeHYECKO# TokyMeHTanuel. TpeOoBaHus K TOCTPOCHUIO
dbopmymsipa oopasua. [OCT P 7.0.97-2016 «Cucrtema
CTaHJAapTOB MO MHpOpMaLUU, OUOIHOTEUHOMY U
u3JaTeabcKkoMy Jeny. Opranu3alMOHHO-PACIOPsIUTENIbHAsS
nokymeHTarus. O0mmepoccuiickue KiaccupuKaTopbl
nHdpopmanuu TODU. OcHOBHBIE TPYIIIBI YIIPABICHYSCKUX
JJOKYMEHTOB.

Tema 2. PekBU3UTHI 10KyMeHTA. DopmyJisipbl. Biianku
AOKYMeHTOB. ICTOYHMKH U JIUTepaTypa.

OcHoBHbIE opMaThl Oymaru U 0popMIICHHE TTOJICH
TOKyMeHTOB. [IpeanoyrurenbHble TApHUTYPBI U pa3Mephl
upudToB. PekBU3UT qoKyMeHTa PEKBU3UTHI yIIpaBIeHUECKUX
TOKYMEHTOB. PEeKBH3UTHI, BXOJSIINE B 3aT0JIOBOYHYIO YaCTh
nokymMmeHnTa. Cxema pa3MelieHle PeKBU3UTOB, BXOSAIINX B
3aroJIOBOYHYIO 4YacTh Ha JokyMeHTax. dopmynsp-oOpazen u
bopmynsap nokymeHnTa. [locTosiHHBIE U TIEpeMEHHBIE
pexBu3uTHL. CylIHOCTD U BUbI Os1aHKOB. CocTaB U
odopmIileHre PeKBU3UTOB OJaHKa JoKyMeHTa. branku ¢
YIIIOBBIM U TIPOJIOJIBHBIM PACTIONI0KEHUEM PEKBU3UTOB.
bnanku ctporoit oruetHoctu. Jlutepatypa. CipaBouHbIe
W3JIaHHUS.

Bcero AYAUTOPHBIX 4aCOB

1 1 [0
Ownnaity
0 0 0

Tema 3. CocTaB u opopMiieHHe PEKBU3UTOB JOKYMEHTA.
Hcropunyeckas cnpaBka.

PexBU3UTHI, BXOSAIIME B OCHOBHYIO U O()OPMIISIOILYIO YacTh
nokyMeHTa. CXeMbl pa3MelleHUs] PEKBU3UTOB Ha YIJIOBBIX U
IIPOJOJIBHBIX BUAAX AOKYMEHTOB. lledaTu u ux Ha3Ha4YeHHE.
Bunel nevareii. 'ocynapctBenHas repOoBast neyaTh.
ITopsanox npocTaBiieHNs e4yaTell Ha JOKyMEHTax.
YTBepxkaeHue 1oKkyMeHToB. CocTaB rpuda yTBep>KIeHMUs,
MOPSA0K €ro 0(opMIIEHUs], MECTO B (POPMYIIIpe TOKYMEHTA.
OtmeTku Ha IoKyMeHTax. VX posib B IPOUCXOXKIACHUH U
UCTIOJIHEHUH JIOKYMEHTOB, MECTO B OPMYJISIpe TOKYMEHTA.
Oco6oe HazHaueHue pesononuu. TpedboBaHue K e€
cojiepKaHuio U opopmiieHu0. OTMETKH O ITOCTAHOBKE
JOKyMEHTa Ha KOHTPOJb.IloHATHE «3ar070BOK JOKYMEHTa»,
€ro MecTo B popMmyisipe 1oKyMeHTa. [IpunoxeHus K TeKCTy u
nopsiiok ux opopmiieHus. [IpaBonvcanue Ha3BaHUM
YUpEXACHUHN, Oprauu3auui, npeanpuarui. IIpaBonucanue
noipkHOCTel u 3Banuil. [IpaBonucanue nat. CoctaB u
o(opmieHrEe peKBU3UTOB, ONPEAEISIOMNX IOPHINIECKYIO
CUITY JOKyMEHTA. DIEKTPOHHAs IUPOBasi MOAMHUCH KaK
PEKBU3HT DJIEKTPOHHOIO TOKyMeHTa. McTopruueckas crpaBka.
Hocurenu nadopmarn. CrucreMbl NMCbMEHHOCTH.

Bcero AYJJUTOPHBIX YaCOB

1 |1 [0
Ownnaitg
0 0 0

Tema 4. Ycras u noJioxkenne opranusanuu. CTpykrypa u
COCTaB PEKBU3UTOB, BXOAAIIUX B YCTAB M MMOJIOKCHUC.
Knaccudukanus opraHu3aiimioHHO-PaCIOPSAUTEIBHBIX
nokyMeHToB. CocTaB OpraHU3alMOHHO-TIPaBOBBIX
JNOKYMEHTOB. CTpyKTypa U COCTaB PEKBU3UTOB yCTaBa
opranuzanuu. IOpuanueckoe nuo. CTpykTypa M COCTaB
PEKBU3UTOB MOJIOKEHHsI 00 OpraHU3aIHH.

Bcero AYJJUTOPHBIX YaCOB

1 |1 [0
Ownnaitg
0 0 0

Tema S. ITos10:xeHus 0 ¢puiinajie U CTPYKTYPHOM
NnoJpa3jeJIecHuH.

Bcero ay1uTopHbIX 4acoB

1 |1 Ik




Crpykrypa opranuzanuu. CTpyKTypa U COCTaB PEKBU3UTOB
MOJIOKEHUS O (uIinaje U CTPYKTYPHOM MOApPa3IeICHHH.
[Tosio)xeHNs KOJUIETHaJIbHBIX M COBELIATENbHBIX OPraHOB
opranusanuu (KOMUCCHSI, COBET, IPaBJICHHE, COBEIIAHUE).
Jpyrue pa3HOBUIHOCTH I0JIOKEHUH (O IPOBEIEHUN
KOHKYPCOB, CMOTpPOB U T.]I.)

Ownnaiig

0 0 0

6 Tema 6. LlITaTHoe pacnucanune. PeraameHTsl 1 Bcero aynutopasix 4acos
HHCTPYKIHH. 1 |1 [0
CtpykTypa U mTaTHasi YUCJICHHOCTh, IITATHOE paclucaHue: Omnnaiin
COZIEp)KaHuEe, IIOPSJIOK COCTABIICHUS U O(bopMJIeHI/IH. 0 0 0
PernameHTsl ¥ TOJDKHOCTHBIE MHCTPYKIIUH.

7 Tema 7. loroBop. CTpyKTYpa U COCTaB PEKBU3UTOB, Bcero aynutopHsix 4acoB
BXOAALIMX B I0r0OBOP. 1 ‘ 1 ‘ 0
JloroBopsl. Buisl 70roBopoB (apeHbl, KYIUTU-TIPOJAXKH; Omnnaiin
pacdeTHO-KaccoBOTO OOCTyXuBaHus u T.1.), CTpyKkTypa 0 0 0
norosopa (mpeamOyIia, IpeaMeT T0roBopa,. paBa u
00sI3aHHOCTH CTOPOH, YCJIOBUS U CPOKHU BBITIOJTHCHHSI,

CTOMMOCTb U MOPSAJOK pacy€TOB, OTBETCTBEHHOCTh CTOPOH,
HETIPeABUICHHBIE OOCTOSTEIBCTBA, CPOK JCHCTBUS U JIP.).
TpeboBanus Kk copepx aHuio U 0HOPMIICHHIO.

8 Tema 8. PacnopsigutesibHble TOKYMEHTBI. Bcero aynutopHbIX yacoB
[Tpunnumne! ynpasienus. CyImHOCTb U Ki1acCU(UKALINS 1 | 1 | 0
pacnopsiIMTENbHBIX TOKYMEHTOB. TpeboBanus k opopmieHuto | OunaitH
cornmacHO I'OCT. OcHOBHBIE ATAIIbI U3TAHUI 0 0 0
pacnopsiIMTEeNILHOTO TOKyMeHTa. PacniopsiurensHbie
JOKYMEHTBI, N3/1aBa€MbI€ MPU €IUHOJIUYHOM IPUHITHU
penieHuit (mpukas, pacnopsikeHue, ykazanue). [Ipukassl no
OCHOBHOM JI€ATEIbHOCTH, PACIIOPSKEHUS M YKa3aHUS.

PacniopsiguTenbHbie JOKYMEHTHI, U3/1aBa€MbI€ MPU
KOJUIETHUAJIbHOM NpUHATUY peiieHuid [loctanoBnenus u
perieHusl.

9-16 JIOKyMEHTBI 110 NepCOHATY NPeANPHATHS, 8 8 0
HHG(OPMAMOHHO-CIIPABOYHbIE U HH(POPMALIMOHHO-
aHAJINTHYECKHe JOKyMeHThl. Opranusanusi padoTsl ¢
JOKYMEHTaMHU.

9 Tema 9. KanpoBblii MEHeIKMEHT. Bcero ayiuTopHBIX 4acoB
OcHoBHbIe QYHKIMH ynpaBieHus nepconanom. Kaaposoe 1 \ 1 \ 0
nnanupoBanue. Kagposelil pezepB. MoTuBanus nepcosaina. Omnnaiin
Ananranus nepcoHalia, OUEHKa repcoHana, Passurue u 0 0 0
oOyuenue nepconana KaapoBoe aqMUHUCTpUPOBAHUE.

Opranu3zaiys CUCTEMbl KOMIIEHCALUN U TOCOOUH.
KopnoparusHas kynbTypa. [logbop nepconana. Mctounnku
noabopa nepcoHana. Buapl BHEIIHUX MCTOYHUKOB TOI00pa
nepcoHasia. OCHOBHBIE METO/IbI TOKMCKA NiepcoHana. .Kaaposbie
areHTCTBa.
10 Tema 10. Pe3rome. CoGecenoBanus. Bcero aynutopHsIx 4acoB

Pestome. CtpykTypa u TpeboBaHUs K cocTaBlieHHI0. Bribop
dbopmynupoBok. [IpakTudeckre peKkOMeHIaIuu B
coctaBiaeHud. OCHOBHEIE OIIMOKU. OCOOEHHOCTH B
COCTaBJICHUH pe3toMe cTyaeHTa. [IoaroroBka Kk MHTEPBBIO,
HanOoJiee 4yacTo 3aaBaeMble Bompockl. [IpaBuia moBeaeHusI.
Bunel npoBenenus codbeceoBaHUi ¢ KaHAUAaTaMu Ha

1 1 [0
Ownnaitg
0 0 0




noJKHOCTh. Kelic-unrepBbio .bpeitHTH3EpHI.

11

Tema 11. CocraBiienune u opopMiIeHHE TOKYMEHTAIMHA 110
JIMYHOMY COCTaBY

JIOKYMEHTBI 10 TIMYHOMY cOCTaBy, ABTOOHOTpadus U aHKeTa.
[IpaBuia Hanucanus. CocTaB KaJpOBbIX JOKYMEHTOB B
opranuzanu. [lopsanok opopmiieHus: U coctaB JOKYMEHTOB
npu npuéme, yBOJIbHEHUH, IIEPEBO/IC HA PYTYIO padoTy,
MIpeI0CTaBIIEHUE OTITyCcKa, 0(OPMIICHHE MTOOLIPEHUH,
JUCLUIUIMHAPHBIX B3bICKAaHUN. TpynoBble JOTOBOPHI U
MIPHUKA3kI 110 JIUYHOMY cocTaBy. CTpyKTypa U COiepKaHHE.

Bcero aynutopHbIx 4acoB

1 1 [0

Ownnaity

0 0 0

12

Tema 12. Ilpuka3ssl 10 ITUYHOMY COCTABY.
NudopMannoHHO-aHAIUTHYECKHE JOKYMEHTbI. AKTbI
npuemMa-nepeaavm.

ITpukassl o tnyHOMy coctaBy. OcobeHHOCTH 0(OpMIIEHUS
rocy/1apCTBEHHbIX ciykamux. [Iprukasel o nepeBone
paOOTHHKA Ha IpYryto paboTy, O MPEeIOCTaBICHUN PAOOTHUKY
OTITYCKa, O IPEKPALIEHUH JIEHCTBUS TPYILOBOTO J10r0OBOpa C
pabOTHUKOM, O HAalIPaBJICHUU PAaOOTHUKA B KOMaHIUPOBKY, O
MooUIpeHnu paboTHUKA. .OCHOBHbIE YUETHbIE JOKYMEHTHI,
3aIoJIHsAEMBbIE 1TOCIIe PUeMa UX Ha padoTy: IMYHas KapTOuKa,
rpaduK OTIYyCKOB, Tabeb yueTa pabo4yero BpeMEHH.
TpynoBas kHM)KKA. AKTBI: HA3HAUYEHUE, CTPYKTYpa, MOPAI0K
oopmienus. PazHoBuaHOCTH akTOB. POPMYIISIp aKTA.

Bcero ayuTopHbIX 4acoB

1 |1 [0

Ownnaiig

0 0 0

13

Tema 13. UndopMannoHHO-CIPABOYHBIE JOKYMEHTHI.
[IpoToKoII: TOHATHE, TOPSAOK COCTABICHUS U OPOPMIICHHUS.
OdopmreHne BHIMTUCKU U3 MTPOTOKOJIA KOJUIETHaIbHOTO OpraHa
yrpasieHusi. KoMIieke opranu3aiioOHHO-TEXHUYECKUX
MEPONPHUSITHI MO OPraHU3ALNK U IPOBEAEHUIO COBELIaHUH,
KOH(EpEeHIIHi, COOpaHmii: BRIpaOOTKA TOBECTKU JTHS U
onpeJIelIeHUE Kpyra IpeanojaaraéMblx y4acTHUKOB;
03HAKOMJICHHE C TTIOBECTKOMU JIHS TTPEAMOIaraeMbIxX
Y4aCTHUKOB; BBIpa0OTKA perJaMeHTa COBEIIAaHNUs; MOATOTOBKA
MaTepuaioB, HAMEUAEMbIX JIJII PACCMOTPEHHUSI HA COBELIAaHUHT
(moxnana, cooKIaaa, CipaBOYHO-MHPOPMAITHOHHBIX
MaTepUasIoB, IPOEKTA PEIIEHNUs ); OpraHnu3anus padboTsl
ceKkperapuara;

TEXHUUYECKOe o0ecrieueHre IPOBEACHMS COBEIIAHMS;
JOKYMEHTUPOBaHUE Pa0OTHI COBELIaHUSs (M3TOTOBIECHUE
MPOTOKOJIA, ITOTOBBIX MAaTEPUAJIOB, PAa3MHOXKEHUE U
obecrieueHrne MU YYaCTHUKOB COBEIIIAHMUS).

JloknamHbie, CTyKeOHbIE U OOBSICHUTEIHHBIC 3AIHCKU.
[Ipouienypa moAroTOBKH, COCTABICHUS U OQPOPMIICHUS
CIPABOK U 3aMUCOK (JIOKITaIHBIX, CIIYKEOHBIX,
OOBSICHUTENBHBIX U JIP ).

Bcero AYJUTOPHBIX YaCOB

1 |1 [0

Ownnaitg

0 0 0

14

Tema 14. UndopMannoHHO-CIIPABOYHBIE JOKYMEHTHI
JesioBble nucbMa. JIOKyMeHTO0OOPOT.

HenoBbie mucbma. Buibl JOKYMEHTOB, COCTaBIISFOIIUX
MepenucKy (eI0Boe MIUChMO, TellerpaMMa (TeneKce),
tenedoHorpamma, (hakcorpamma, JIEKTPOHHOE TUCHMO),
0COOCHHOCTH HMX MCTIOJIb30BAHUS B YIIPABICHUYECKOM
JEATEIIbHOCTH.

CocraB peKBU3UTOB JIEJI0BOro nuchbma. biaank

Bcero ayuTopHbIX 4acoB

1 |1 [0
Oumntaiin
0 0 0




nenoBoro nucekMa. O61mmue TpedboBaHus K 0QPOPMIICHHIO
JIeJIOBBIX TUCEM, 0OCOOEHHOCTH O0(OPMIICHHS JEJIOBBIX TUCEM
OTIENBHBIX PA3HOBUIHOCTEN (COMPOBOUTEIHHOE MMUCHEMO,
IUCbMO-TIPOCKOa, 3aIpoc, MPeUIoKEHUE, TpeOoBaHue,
rapaHTHtHOE U JIp.).

CocraBieHue TekcTa 1e10Boro nucbMa. Kommnosunuonnas
CTPYKTYpa JIeJIOBOTO MUChMa, S3bIK M CTHJIb JAEJIOBOTO MMUCHMA.
[T1CbMEHHBIN 1€JI0BOM 3TUKET BEACHUSA JIETIOBOM MEPEITUCKH.
[Tonsarue noxymentoobopora. JJokymenronoroku. Oobem
JOKyMeHT0o00opoTa. Bxogsmue nokymeHTsl. OCHOBHbIE BU/IbI
u npouecc 06padoTku. cxoasme nokymMmeHTbl. OCHOBHBIE
BUJIBI U ITpoLiecc 00paboTkH. BHyTpeHHUE TOKYMEHTBHI.
OcHOBHBIE BUJIbI U IPOIIECCHI 00PAOOTKH.

15

Tema 15. Opranuszauusi J0KyMeHTO000poOTA.
HomeHnknarypa aejn. ApxuBauus J0KyMEHTOB.
Opranu3zanys panroHaNIbHOTO JOKYMEHTO000pOoTa Ha
npennpustui. OcHOBHBIE IpaBUiia. Pernamenranus
JESITEIbHOCTH CITY»ObI IeTTONPOU3BOICTBA HA BCEX YPOBHAX
ynpasnenus. [lonoxenue o ciyx0e 1e101pou3BOICTBA.
WHucTpyKuys 1o 1e10nporu3BoICTBY- OCHOBHON HOPMAaTUBHBIN
aKT OpraHMU3allK JeJI0NPOU3BO/ICTBA: MOPSAOK COCTABICHUS U
odopmiienus. Perucrpanus nokymeHToB. JXKypHai
pEerucTpaiuv BXOAAIHUX U UCXOOAIIUX JOKYMCHTOB.
Texnonorus paboThl ¢ HCXOAAIIUME TOKYMEHTAMHU.
OpFaHI/ISaIII/ISI CHUCTCMbI KOHTPOJISA UCITIOJIHCHUA JOKYMCHTOB Ha
npennpusTiui. CpoKu XpaHeHHs! YIPaBIEHYECKIX
AOKYMCHTOB. CI/ICTeMaTI/BaIII/IH JOKYMCHTOB KaK OCHOBa
OpraHM3alliy WX MOCIenyrolIero xpanenus. Homenknarypa
JIeJl OpraHU3aluM KaKk CXeMa CUCTeMaTHU3alluK JOKyMEHTOB.
Bunsr HomeHkIaTyp aen (TUIOBbIE, TPUMEPHEIE,
WHIUBUAYAJIbHBIE ), TPUHIIUIIBI IOCTPOEHUS HOMEHKJIATYPhl
nen. [opsaok odhopmieHus, COrTacOBaHUS, YTBEPKIACHUS U
BEJICHUsSI HOMEHKIATYphI aen OdopmiieHue aena.

[Tonstue «wkcneptusa neHHoctu. OdopMieHre pe3yabTaToB
AKCIIEPTU3BI IIEHHOCTH AOKYMEHTOB. COCTaBIeHHE OMHCEH Ha
7iena, nepeaaBaeMble B apxuB opranuzanuu. [lopsmox
nepenayn JOKyMEHTOB U JIe] Ha apXHMBHOE XpaHEHHUE.
HOprI[OK YHUYTOXCHUA JOKYMCHTOB U ACJT C UCTCKIINMHU
CpOKaMu XpaHeHusl. XpaHeHUe IOKYMEHTOB B CTPYKTYPHBIX
moJipa3ieNieHusx oprann3anui. OTBETCTBEHHOCTh 32
COXPAaHHOCTH IOKYMEHTOB. 3aKOHO/IaTEIHCTBO U HOPMATHUBBI
110 00€CTIeYeHNI0 COXPAHHOCTH TJOKYMEHTOB.

Bcero AYyAUTOPHLBIX YaCOB

1

|1

|0

Ownnaitg

0

0

0

16

Tema 16. Cucrembl 3JIEKTPOHHOI0 JOKYMEHT0000poTA.
Haznauenune 1 BO3MOXHOCTH CUCTEM JIEKTPOHHOTO
nokyMmeHnTooboporta. [Ipenmyiectsa u coiictea CO/I.
HopMaTuBHO-TIpaBOBBIE aKThI, OpraHU3aLMOHHBIE U
MCTOANYCCKUE NOKYMEHTBI, PETNIAMCHTUPYIOIHUE TEXHOJIOTUTO
paboOThI € ANIEKTPOHHBIMHU TOKYMEHTAMHU.

OcHosuble npoussoautenu CI/] u Haubosnee U3BECTHBIE

IIPOAYKTHI.

Bcero ay1uTopHbIX 4acoB

1 |1 [0
Oumntaiin
0 0 0
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1-2

Cemunap Nel. PaccMoTpeHne MaTepuasioB, M3JI0:KeHHBIX B Jekuuu Nel (tembl Nel,2),
o0cyx/IeHne U cOrIacoBaHue pa3padoTaHHbIX 0JIAHKOB IOKYMEHTOB NpeInpusTHS.
Lenb: OcBoenue marepuana, mpeactaBieHHoro B gekiuu Nel (temst Nel,2) , 3ammura
pa3paboTaHHBIX U BBHICIIAHHBIX B BUJIE IOMAIITHETO 33JaHuUs OJJAHKOB JJOKYMEHTOB.
[Topsmox paboThl Ha ceMUHApE:

- Paccmotpenue crnenyromux matepuanos o teme Nel: TOCT P 7.0.97-2016 «Cucrtema
CTaHJIapTOB M0 UH(OpMAaLNK, OUOTMOTEYHOMY U U3JIaTeNbcKOMY Jieny. OpraHu3alnoHHO-
pacnopsiiuTeNbHAs IOKYMEHTAIKS»; PEKBU3UTOB, BXOAIINUX B 3ar0JIOBOYHYIO YaCTh
JOKYMEHTA; CXEMbI pa3MelIeHHs PEKBU3UTOB, BXOIAIINX B 3ar0JIOBOYHYIO YacTh HA
JTOKyMeHTax; popmyispa-odpasna u GopmMysisipa TOKYMEHTa; TOCTOSHHBIX U IIEPEMEHHBIX
PEKBHU3UTOB; BUJOB OJAHKOB; COCTaBa M 0(OPMIICHHS PEKBU3UTOB OJaHKa TIOKYMEHTA.
-IIpuHsATHE aKTUBHOTO Y4acTHsl B PACCMOTPEHHUH U 3aIUTE 3aIaHUM, IPEACTaBICHHBIX
KaKJbIM U3 YUaCTHUKOB CeMHHapa (B (hopmare « KPyrioro CToia).

- [IpeacraBnenue u 3amura B popmare «Kpyrjioro CTojia» CBOETO, BHICIAHHOTO 3apaHee,
JIOMAIIIHETO 3aJaHusl.

Cemunap Ne 2. PaccmoTpenne MaTepHaJioB, H3JI0KEHHBIX B JJeKIUUNe2 (TeMbl Ne3,4),
o0cy:KIeHHe M yTBep:KIeHne pa3padoTaHHbIX OPraHM3ALMOHHO-TIPABOBbIX
AOKYMEHTOB: yCTaBa, M0JIOKCHH.

enb: OcBoenue marepuana, npeacTaBieHHOro B ekiuu Ne2 (temsl Ne3,4), 3amura
pa3paboTaHHBIX U BBICIIAHHBIX B BUJIE IOMAILIHETO 33aJaHUs: yCTaBa U MOJIOXKEHUS
TUIOTETHYECKOTO IIPEIITPHUSITHSL.

[Topsok paboThl Ha ceMuHape:

- Paccmotpenune I'OCT P 7.0.97-2016, pekBU3UTOB yNpaBIE€HUYECKUX JOKYMEHTOB;
PEKBU3UTOB, BXOJSIINX B OCHOBHYIO M 0()OPMIISIOUIYIO YaCTh IOKYMEHTA; CXEMbI
pa3MelleHHs] peKBU3UTOB, BXOSIIUX B OCHOBHYIO M O(OPMIISIOIIYIO YaCTh JOKYMEHTA;
COCTaBa OPraHU3aI[MOHHO-TIPABOBBIX JOKYMEHTOB; CTPYKTYpPBI U COCTaBa PEKBU3UTOB,
BXOJAIIMX B yCTaBa OpraHU3allM; CTPYKTYPBI U COCTaBa PEKBU3UTOB, BXOAAIIUX B
M0JIOXKeHHE 00 OpraHu3aIiy.

-IIpuHsTHE aKTUBHOTO Y4aCTHsI B pACCMOTPEHHUHU B (hopMaTe « KPYyrjioro CToJay JOMAaIIHUX
3aJlaHuH, IPEACTaBICHHBIX KaX/IbIM U3 YYACTHUKOB CEMHUHapa.

- [IpencraBnenue n 3amuTa B popMare «KKpYyTrJIOTo CTOJA» CBOETO, BBICIAHHOTO 3apaHee
JIOMAaITHEro 3aaHHUs.

Cemunap Ne 3. PaccmoTpeHue MaTtepuajioB, M3J10KeHHBIX B JJeKIMUNe3 (Tembl Ne5,6),
o0cyx/ieHHne U yTBep:KIeHHue pa3pad0TAHHBIX OPraHU3aAUMOHHO-TIPABOBBIX
JOKYMEHTOB: CTPYKTYPa OPraHu3aniu, MojI0:KeHHe 0 CTPYKTY

enb: OcBoenue matepuana, mpeacTaBieHHoro B ek Ne3 (temsl Ne 5,6), 3ammra
pa3pabOTaHHBIX U BHICIIAHHBIX B BUJIE IOMAIITHETO 33aJJaHUs: CTPYKTYPhI THIIOTETHYECKOTO




MIPEANPUATHSL, ITOJIOKEHUS O CTPYKTYPHOM IOJpa3e/IEHUH, IITATHOIO PaclIUCaHus,
JOJDKHOCTHOW MHCTPYKLIHH.

ITopsox paboThl Ha ceMUHape:

- PaccMoTpenue CTpyKTyphl OpraHu3aluy; CTpyKTYPbl U COCTaB PEKBU3UTOB, BXOISAIINX B
MOJIOKEHHS O (pUiIHaje U 0 CTPYKTYPHOM IOJIpa3/IeiICHUN OPraHU3aIMK; TOJI0XKESHUN
KOJIJIETHAJIBHBIX U COBELIATENbHBIX OPraHOB OpraHnU3aluy (KOMHICCHUs, COBET, IPAaBIICHHUE,
COBELLAHUE), U3JI0KEHHBIX B JIEKIIMU Ne3 1 perinaMeHTHPYIOLUX BBIITIOJIHEHUE MOJTYyYEHHOIO
3alaHusl.

- [IpuHATHE aKTUBHOTO Y4acTHs B PACCMOTPEHUH B (POPMATE KPYTIIOTO CTOJA TOMALTHUX
3aJlaHuH, IPEACTABICHHBIX KaXIbIM U3 Y4ACTHUKOB KPYTJIOTO CTOJIA.

- [IpencraBnenne n 3amuTa B popMare «KPYyrJIOTO CTOJIA» CBOETO, BHICIAHHOTO 3apaHee,
JOMALIHETO 3a4aHHUs.

Cemunap Ne 4. PaccmoTpeHue MaTepHuaJia, H3J10:KeHHOro B Jekiuu Ne 4 (temsl Ne7,8),
o0cy:KaeHHe M yTBepKIeHHue Pa3padoTaHHBIX OPraHU3ALMOHHO-IIPABOBLIX H
pacnopsANTebHbIX JOKYMEHTOB: JOrOBOPOB U NMPHKA30B.

Lenb: OcBoenue matepuana, npeacTaBieHHoro B ek Ned (temsl Ne7,8), 3ammra
pa3pabOTaHHBIX U BHICIIAHHBIX B BUJIE JOMAIIIHETO 33/IaHUS: JJOTOBOPOB THIIOTETHIECKOTO
IPEANPUATHS U IPUKA30B 10 OCHOBHOM EATEIBHOCTH NPEATIPUATHS.

[Topsok paboThl Ha ceMUHape:

- PaccmoTpenue BUI0B JOTOBOPOB, CTPYKTYpPBI AOroBopa (IpeamOyna, IpeaMeT 10roBopa.
IpaBa U 00s13aHHOCTU CTOPOH, YCJIOBHS U CPOKH BBIIIOJIHEHUS, CTOUMOCTb U HOPSA0K
pacyeToB, OTBETCTBEHHOCTh CTOPOH, HENPEIBUICHHbIE 00CTOATENbCTBA, CPOK JeHCTBUS,
MOPSAZIOK pa3pelIeHUsl CIIOPOB, PEKBU3UTHI CTOPOH), TPEOOBAHUMN K COAEPKAHUIO U
o(opMIIeHNIO; TPUHIIUIIOB KIacCU(UKALUMK PacIIOpsIUTEIbHBIX JOKYMEHTOB; TpeOOBaHUN
K 0(OPMIICHHIO MTPUKA30B M0 OCHOBHOM JesTesbHOCTH; coraacHo ['OCT.

OcCHOBHBIE 3Tallbl U3/1aHUS PACTIOPSIAUTEIBHOIO JOKYMeHTa. PacriopsaaurenbHbie
JOKYMEHTBI, U3/1aBa€Mbl€ [IPH €IMHOJINYHOM IPUHATUN PELIEeHU (IIpUKa3, paclopsyKeHue,
ykazaHue). [Iprka3bl 10 OCHOBHOMU A€ATEIbHOCTH, PACTIOPSKEHNS U YKa3aHUS.
PacniopsimuTenbHble TOKYMEHTHI, H3/1aBa€Mble NPU KOJIJIETHaIbHOM MPUHITUN PELIeHUI
IlocTaHOBJIEHMS U PELLIEHUS.

- [IpuHsATHE aKTUBHOTO y4acTHsl B pACCMOTPEHUU B (JOpMaTE «KPYTIOro CTOJIa» JOMAITHUX
3aJlaHuH, IPEACTABIECHHBIX KaXIbIM U3 YYACTHUKOB KPYTJIOTO CTOJIA.

- 3amura B opMaTe «KpPYIJIOro CTOJa» CBOET0, BBICIAHHOIO 3apaHee, JOMAITHETO
3aJlaHusl.

Cemunap Ne 5. PaccmoTpenne maTtepualia, U3J10KeHHOT0 B JieKIUM Ne 5 (TeMbl
Ne9,10), oOcyxnenne u corjiacoBaHue MOArOTOBJIEHHOI0 CBOEro pe3oMe Ha
AOJIKHOCTb.

enb: OcBoenue Matepuana, mpeICTaBICHHOTO B ekiuu NoS, 3amuTa pa3paboTaHHOTO U
BbIcTaHHOTO B BUE /I3 NeS pestome conckarens Ha JOHKHOCTD.

[Topsmox paGoThI HA cEeMUHApE:

-PaccmoTpenne ocHOBHBIX (PYHKITUH yIpaBiIeHUs MEPCOHAIOM (KaapoBOe IJIaHWPOBAHUE,
KaJIpOBBIN pe3epB, MOTHUBAIIUS TIEPCOHANA, a/IallTallMsl IEpCcoHaja, OLleHKa epcoHana,
pa3BuTHE U 00yUEHHE MEepCOHANA, KAJIPOBOE aIMHHUCTPUPOBAHNE, OPTAaHU3AIIHS CUCTEMBI
KOMITEHCAITUI U TOCOOMii, KOpIopaTHBHAs KyJIbTypa, Moa0op nepcoHana). MIcTouHuKu
noabopa nepconana. OCHOBHBIE METOBI TTIOMCKA MepcoHaa. .KaapoBsie areHTcTBa.
Pestome. CTpykTypa u TpeboBaHus K cocTaBleHuto. [IpakTrueckue peKkoMeHJaIuu B
coctaByieHrr. OCOOEHHOCTH B COCTABJICHUH pe3toMe CTyaeHTa. [[oAroToBKa K MHTEPBEIO,
HamOoJee YacTo 3aaBaeMblie BONPOCHL. BUIbI TpoBeieHus: coOeceT0BaHUi C KaHAUIaTaMu
Ha JIOJHKHOCTh. Keilc-uHTepBbIO.

-IIpuHsATHE aKTUBHOTO Y4acTHs B PACCMOTPEHUH U 3aILUTE 3a1aHUM, TPEACTABICHHBIX
Ka)KJIbIM U3 YYaCTHHKOB ceMuHapa ( B (popMaTe « Kpyrjioro CToyia).

-IIpencraBnenue u 3amura B (hopmMaTe «KPYIJIOrO CTOJIA» CBOETO, BHICTAHHOTO 3apaHee,




JOMaIIHEero 3agaHus.
-PaccmoTpeHne Ou3HEC-KelcoB, MpeuIaraéMbIX IPU cOO0eCeTOBAaHIH. OPTaHU3AIHSIX.

11-12

Cemunap Ne 6. PaccMoTpeHne MaTepualia, H3J10:KEHHOT0 B JJeKIMH Ne 6 (TeMbl
Nel1,12), oOcyxaeHue U yrBep:KIeHue pa3padoTAHHbIX JOKYMEHTOB 110 MePCOHAJY.
Lenb: OcBoeHUE MaTepuaa, MPeICTaBICHHOrO B JIeKIUU N6, 3ammra pa3paboTaHHBIX U
BBICIIAHHBIX B BHJIE JOMAIITHETO 33/1aHUsI JJOKYMEHTOB!

-TPYAO0BOTO OTOBOPA AJisi 0hOPMIICHHUS Ha JOIHKHOCTH B COOTBETCTBHH CO IITATHBIM
pacmucaHueM IpeAPUsATHS;

-TpyKasa o mpueMe Ha padoTy;

- IpUKa3a O MOOIIPEHUH WX O HAIIPAaBJICHUH B KOMaHINPOBKY paOOTHHKA.

[Topsimok paboThl HA ceMUHApe:

-PaccMoTpenne JOKyMEHTOB 110 JINYHOMY COCTaBY, COCTaBa KaJ{pOBBIX JOKyMEHTOB B
OpraHu3aly, aBTOOHOrpadus ¥ aHKETa, PaBUIIa HAMCAHUS, IOPsIKa 0(OPMIICHHS U
COCTaBa JIOKYMEHTOB NP MpHEME, YBOJIILHEHUH, IEPEBOIC HA APYTYIO paboTy,
MIPEOCTABICHUS OTIYCKa, 0(OPMIICHUS MTOOLIPEHUH U AUCIUTUTMHAPHBIX B3BICKAHUH.
TpyznoBsie TOTOBOPHI M IPUKA3KI IO JIMYHOMY cocTaBy. CTPYKTypa U coJepiKaHue.
[Tpukassl o MMYHOMY cocTaBy. DyHKIIMOHAIBHOE HA3HAUYEHHE ITPHKAa3a O IIpHeMe
paboTHHKa Ha paboTy. OcoOeHHOCTH OPOPMIIEHUS TOCYAaPCTBEHHBIX cIyXamuX. [Ipukassl
0 TIepeBoJie pabOTHHKA Ha IPYTYIO paboTy, O MPEJOCTaBICHUN paOOTHUKY OTITYCKa, O
NpEeKpalIeHu  JeUCTBHUS TPYIOBOTO JI0OTOBOpA C PAOOTHUKOM, O HAIPaBICHUU pabOTHHUKA B
KOMaHIUPOBKY, O MOOIMIPEHUH paboTHUKA. OCHOBHBIE yYETHBIE JOKYMEHTBHI, 3aIIOJTHEMbIE
Ha BCE KaTeropuy padOTHHUKOB IOCTIEe MpUeMa MX Ha paboTy: TMYHAask KapTo4ka, rpaduk
OTITYCKOB, Ta0elb yuera pabouero BpeMeHu. TpyaoBas KHMKKA. AKTbI: HA3HAUYEHUE,
CTPYKTYpa, MOPSAA0K 0QOPMIICHHUSI.

-IIpuHsITHE CTYIEHTOM aKTHBHOTO Y4aCTHsI B pACCMOTPEHHH B (hOpMATE « KPYTJIOTO CTOJIa
JIOMAITHUX 33JaHui, IPEICTaBICHHBIX KaXIbIM M3 YYaCTHUKOB CEMHHApA.

- [IpencraBnenne n 3amuTa B popMare «KPYyrJIOTO CTOJIA» CBOETO, BHICIIAHHOTO 3apaHee,
JIOMAIIIHETo 3a/1aHusl.

13-14

Cemunap Ne 7. PaccmoTpenne mMaTtepualia, U3J10KeHHOT0 B JieKIuu Ne 7 (TeMbl
Nel3,14), o0cykaenne u yTBepKIeHHe pa3padoTAHHBIX HH(POPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB.

Lenb: OcBoeHune matepuana, mpeICTaBICHHOTO B JIeKIuu No7, 3amuTa pa3paboTaHHbIX U
BBICIIAHHBIX B BHJIE JOMAIIHETO 3a1aHus No7 nHPOPMaIMOHHO-CITPABOYHBIX IOKYMEHTOB
CBOET0 TMIOTETUYECKOTO MPEANPHUATHUS: - TPOTOKOJIA 3aCE€AaHusl, -CIPAaBKU B OpraHU3ALNIO
0 pabOTHHKE,-CITYKEOHOU, TOKIATHON UITH OOBICHUTEILHOM 3aMKUCKH, -MIPOEKTa MUChMa B
OpraHu3aluIo.

[Topsok paboThl Ha ceMuHape:

-PaccMoTpeHne KoMIuIeKca OpraHu3allMOHHO-TEXHUYECKUX MEPONIPUATUI IO OPTaHU3alun
Y TIPOBEJICHUIO COBEIIaHUM, KOH(pepeHInii, coOpaHuii: BEIpaOOTKA MOBECTKHU AHS U
oTpesieNieHUe Kpyra MpeanoiaraéMblX Y4aCTHUKOB; BBIPAOOTKHU peryiaMeHTa COBEIIaHMUS;
TEXHUYECKOTO 00eCTIeueHrne MPOBEACHUS COBEIIAHUS; TOKYMEHTHUPOBAHUS pabOTHI
COBEIaHUs (M3TOTOBIIEHHE MPOTOKOJIA, UTOTOBBIX MAaTEPUAIOB, PAa3MHOXKEHHUE U
obecrieueHre MU YIaCTHUKOB COBEIIaHUs). OPOPMIICHHUS BHITUCKH U3 TIPOTOKOJIA
KOJUIETHAILHOTO OpraHa yrpasieHus, JloknaaHbie, CIyKeOHbIe U 00BSICHUTENbHBIC
3anucku. JlenoBeie muckMa. BUibl JOKYMEHTOB, COCTABJISIONINX TIEPETIHCKY.

CocTaB peKBU3UTOB JIEIOBOTO MKchMa. brank genoBoro nuckma. Oo1ue TpedoBaHUs K
0(OPMIIEHHUIO JIEIOBBIX TUCEM, OCOOEHHOCTH O(POPMIIEHHUS JEJIOBBIX TUCEM OTAEIbHBIX
Pa3HOBUAHOCTEH (COMPOBOIUTENHHOE TUCHMO, TUCHhMO-TIPOCK0a, 3aMmpoc, MPeIIoKEHHE,
TpeboBaHue, rapantTuiiHoe u ap.). CocraBieHe TeKCTa AeI0BOro MHUChMa.
Kommno3ummonHnas cTpykTypa J1eJI0BOro MUChbMa, SI3bIK U CTUJIb JIEJI0BOTO NMHUChMa.
[TrcbMEHHBIN 1EI0BOM 3TUKET BEACHUS JI€TOBOM MEPETHUCKH.

[Tonsitue nokymenroobopora. Jlokymentonotoku. O6beM 1okymMeHToo0opoTa. Bxonsume




noKyMeHThl. OCHOBHBIE BUJIBI U IIporiecc 00paboTku. Mcxosmue 1okyMeHTsl. OCHOBHBIE
BUJIBI U TIpoIiecc 00paboTku. BuyTpenuue 1okyMeHTbl. OCHOBHBIC BUJIBI U MIPOIIECCHI
00paboTKH.

- [IpuHsITHE CTYACHTOM aKTUBHOTO YYaCTHs B PACCMOTPEHHUH B (JOPMATE «KPYIJIOTO CTOJIA»
JOMalITHUX 3aﬂaHHﬁ, MNPEACTAaBJIICHHBIX KaKJIbIM U3 YYACTHUKOB CCMUHApaA.

- [IpeacraBnenue u 3amuTa B opmare «Kpyrioro CToja» CBOEro, BHICIAHHOTO 3apaHee,
JOMAIITHETO 3aJIaHHS.

15 Cemunap Ne 8. PaccmoTpenue mMatepuaJia, U3J105K€HHOT0 B JIeKIIUN Ne 8 (TeMbl
Nel5,16), o0cykaeHne u yTBep:KIeHHe pa3padoTAHHBIX JOKYMEHTOB: aKTa npuemMa
BBINOJIHEHHBIX Pa00T WM aKTA Nepeiav JOKYMEHTOB M1 HOMEHKJIATY

[enb: 3HaTH MpaBuiIa 0OPMIICHHSI aKTOB MTPHEMa Mepeiadul TOKYMEHTOB U ohopmIteHuUs
HOMEHKJIATYPHI JI€] CBOETO MPeANPUITHSL.

OcBoeHne MaTepuana, MpeJacTaBIeHHOro B JeKIuu Ne§, 3amura pa3padoTaHHbBIX U
BBICJIaHHBIX B BU/JIE JIOMAIIIHETO 33aJJaHUs JOKYMEHTOB.

[Topsimok paGoThl HA cEeMUHApE:

- PaccMoTpenue BOMpOCOB MO OpraHU3alliy PalMOHAIBHOTO T0KYMEHTO000pOTa Ha
MPEANPUITHH; TIOJIOKESHHS O CITY>K0€ JeTONPOU3BOACTBA; HHCTPYKIIUHU 110
JIeNIONPOU3BOICTBY; Perucrpaiuu 10KyMeHTOB; TEXHOJIOTHH PAabOThI C HCXOAIIUMU
JTIOKYMEHTaMU; OpraHu3aIlii CUCTEMbI KOHTPOJISI HCTIOTHEHUS JOKYMEHTOB Ha
MPEANPHUATHH, CPOKOB XPAHEHHUS YIIPABICHUYECKUX JOKYMEHTOB; CHCTEMaTU3allUN
JIOKYMEHTOB KaK OCHOBBI OPTaHU3alUH UX TTOCIIEIYIOIIET0 XpaHEeHHsI; HOMEHKJIATYPHBI e
OpraHM3aliy KaK CXeMbl CHCTEMaTH3alluu JOKYMEHTOB; 0(OpMIICHHSI JIea; COCTaBICHUS
omuCell Ha JieTia, epe/laBaeMble B apXUB OpraHU3alllK; 3aKOHOAATEIbCTBA 1 HOPMATHBOB
0 00eCTIeYeHUIO0 COXPAHHOCTH IOKYMEHTOB.

Haznauenue 1 BO3MOXXHOCTH CHCTEM 3JIEKTPOHHOTO IOKyMeHTooOopoTa. [Ipenmyiectsa u
coiictBa CO/1. OcHoBHbIe pousBoauTenu COJ u Hanbosee u3BeCTHBIE MPOTYKTHI.
-IIpuHsATHE CTYACHTOM aKTUBHOTO Y9aCcTHS B PACCMOTPEHHUH B (DOpPMATE «KPYTIIOTO CTOIA
JOMAITHUX 3aJJaHUH, IPEICTABICHHBIX KAXIbIM U3 YIACTHUKOB CEMHHapa.
-IIpencraBnenue u 3amura B hopmMaTe «KPYTJIOrO CTOJIA» CBOETO, BHICIAHHOTO 3apaHee,
JIOMAITHETO 3aaHHUs.

6. OBPA3OBATEJIBHBIE TEXHOJIOI'MU

B nanHOM Kypce IpuMEHSIIOTCS CIIeayIoIIe 00pa3oBaTeIbHbIE TEXHOIOTHH:

- ekuus — (GopMa OpraHU3aIMy 3aHATHS, B KOTOPOU YKPYITHEHHAS AUJAKTHYECKas eTUHHIIA
nepeaaercss B SKCTPAaKTUBHOM HH(DOPMAIMOHHOM pPEXUME IS JOCTHOXKEHHUS TJIOOANbHBIX Lenei
BOCIIUTAHUS U JIOKAJIBHBIX LI€JIeH pa3BUTHS;

- ceMHHap — (opMa OpraHu3alM 3aHATHS, B KOTOPOM YKpYyNHEHHas WIM OrpaHHUYeHHas
TUJIAKTUYECKasi €IUHHIIA TepelacTcsd B MHTPAaKTUBHOM MH()OPMALMOHHOM PEXHUME JUIsl JOCTHIKEHUS
JIOKAJIbHBIX 1eJIel BOCITUTAHUS M TII00ATBHBIX IIeJIeH pa3BUTHS,

- cucTeMa 3agad — COBOKYNHOCTh 3aJaHMH K OJOKy YPOKOB IO H3y4aeMoW TeMme,
YJIOBJIETBOPSIOMIAs TPEOOBAHMAM: IIOJHOTA, HATWYHE KIIOYEBBIX 3a/ad, CBSI3HOCTh, BO3pacTaHHE
TPYAHOCTH B KaXKIIOM YpPOBHE, IleJieBasi OpHEHTAIUs, IIeJieBasi JOCTaTOYHOCTh, TCHXOJOTHYECKAs
KOM(OPTHOCTb;

[TpakTuyeckue 3aHATHS 10 AUCLUIUIUHE «/[0OKyMEHTOBEIEHNE)» OXBAaTHIBAIOT OCHOBHBIE TEMBI
JIEKIIMOHHOTO Kypca.

[TpakTHyeckue 3aHATUSA MO0 AUCHUILTUHE MPOBOIATCSA B (JOpME pOJIEBOM MIPhI, MPOBOAMMON Ha
OCHOBE TTOJITOTABIIMBAEMBIX CTYJCHTOM JTOMAIIHUX 3a/IaHUX, HA CEMHUHAPCKHX 3aHATHSX,




3T0 c0COOCTBYET MOJIYYEHUIO Pa3HOOOPA3HBIX MPAKTUUECKUX HaBBIKOB.

- TECTHUPOBAHHE - KOHTPOJIb 3HAHUM C IIOMOIIBIO TECTOB, KOTOPBIE COCTOSAT M3 YCIOBUM
(BOmpoCOB) M BapHaHTOB OTBETOB Il BBIOOpa (camocTosiTenbHast paboTa cTyeHToB). TecTupoBanue
npUMEHseTCd Kak (opMa KOHTpOJS 3HAHHWHA CTYACHTOB IO BCEM TeMaM, MPEIyCMOTPEHHBIM s
HU3YUCHHUA, KaK B paMKax CaMOCTOSITCIIbHOM paGOTBI CTYACHTOB, TaK W Ha IMPAKTHYCCKUX 3aHATUAX.
TecTbl cocTOAT U3 YCIOBUI M BApMAHTOB OTBETOB ISl BEIOOpA.

7. ®OH/J OHEHOYHbIX CPEACTB

@DOH/JT OLIEHOYHBIX CPEACTB IO JUCIUILUIMHE 00ECIeunBaeT MPOBEPKY OCBOCHUS TUIAHUPYEMBIX
pe3ynbTaToB oOyueHus: (KOMIETEHIMH W MX WHIMKATOPOB) MOCPEICTBOM MEPONPUITUN TEKYIIEro,
PYOEKHOTO ¥ IPOMEKYTOYHOT'O KOHTPOJIS IO JUCLUIUINHE.

Ces3p Mexay (opMHUPYEeMBIMH KOMIIETCHIMSAMH H (OpMaMH KOHTPOJII HMX OCBOCHHS
IIpe/ICTaBjIeHa B CIEAYIOLIEH Tabnuie:

KoMmnerenuus NHaukaTopbl 0CBOEHUSA ATTecTallMOHHOE MEPOIPHsITHE
(KIT 1)
[1K-9 3-I1K-9 3, K1-8, KH-16, [13-2, CeMm-2,

13-4, Cem-4, ]13-6, Cem-6, 13-8,
Cem-8, k.p-8, 13-10, Cem-10, 13-
12, Cem-12, J13-14, Cem-14, J13-
15, Cem-15, k.p-15

V-TIK-9 3, KU-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, /13-
12, Cem-12, [13-14, Cem-14, ]13-
15, Cem-15, k.p-15

B-TIK-9 3, K1-8, KH-16, [13-2, CeMm-2,
13-4, Cem-4, ]13-6, Cem-6, 13-8,
Cewm-8, k.p-8, 13-10, Cem-10, 13-
12, Cem-12, J13-14, Cem-14, J13-
15, Cem-15, k.p-15

HIkaabl oeHKU 00pa3oBaTeIbHBIX H10CTUKEHUI

[IIkana KaXA0ro KOHTPOJIBHOI'O MEPOIPHUATHS JISKUT B mnpeaenax oT 0 10 yCTaHOBJIEHHOIO
MakcHMaJbHOro Oainia BKIOUMTENbHO. MTOroBast arrecranus no nucuuiuivHe orneHusaercs mno 100-
OayuIbHOM IIKase W MpeAcTaBiseT co0oi cymMMy 0aioB, 3apabOTaHHBIX CTYJEHTOM IPU BBIIIOJIHEHUU
3aJlaHu} B paMKax TEKYIEro ¥ MpOMeKyTOYHOTO KOHTPOJIS.

HToroBas olieHKa BBICTABISETCSI B COOTBETCTBUHU CO CJ'ICIIYIOH_ICﬁ IIKAJIOM:

CymMma 6amtoB | OmenHka 1mo 4-ex Ornenka TpeGoBanms K ypOBHIO OCBOSHHUIO
OaJIbHOM IIKaJe ECTS y4eOHOM TUCIUILIMHEI

O1eHKa «OTIIMYHO» BBICTABIISIETCS CTYJICHTY,
€CJIM OH NTYOOKO M ITPOYHO YCBOMII
MPOrpaMMHBIN MaTepuall, HCUEPIIbIBAOLIE,
90-100 5 — «omauunoy A [0CJIE0BATENBHO, YETKO U JIOTHYECKU
CTPOMHO €ro U3J1araer, yMeeT TECHO
YBA3bIBATH TCOPULO C HpaKTHKOﬁ,
HCIIOJIB3YCT B OTBCTC MAaTCPUAJL




MOHOTpaUIeCKOM JIUTEPATYPHI.

85-89

75-84

4 — «xopoutio»
70-74

65-69

3_
60-64 «Y008IEMBOPUMENTLHOY

OreHKa «XOpOIIO» BBICTABIAETCS CTYACHTY,
€CJIM OH TBEPIO 3HAET MaTepHall, TPAMOTHO U
M0 CYIIECTBY U3JIaraeT ero, He A0MycKas
CYIIIECTBEHHBIX HETOYHOCTEH B OTBETE HA
BOTIPOC.

O1eHKa «yI0BIETBOPUTEIHHOY
BBICTABIISIETCS CTYAECHTY, €CIIU OH UMEET
3HaHMSI TOJIBKO OCHOBHOT'O MaTepHaia, HO He
YCBOMJI €T0 JeTalei, JOIyCKaeT HETOYHOCTH,
HEIOCTATOYHO MPAaBUJIbHBIE (POPMYIHUPOBKH,
HapyILIEHUs JOTHYECKOM
MI0CJIEI0BATENILHOCTH B U3JI0KEHUH
MIPOrpaMMHOI0 MaTepuana.

2 —

Hwuxe 60
«Hey00811emB8oOPUMENbHOY

O1ieHKa «HEYIOBICTBOPUTEIBEHOY
BBICTABJISICTCSI CTYJICHTY, KOTOPBIN HE 3HAET
3HAYUTENLHON YaCTH MPOrPaMMHOTO
Marepuara, JI0MyCKaeT CyIleCTBEHHBIC
omnbku. Kak npaBuiio, orjeHka
«HEYJIOBIICTBOPUTEIHLHOY CTABUTCS
CTyACHTaM, KOTOPBIC HC MOT'YT ITPOJOIKHUTH
o0OydeHue 0e3 JOMOIHUTEIILHBIX 3aHATHIH 10
COOTBETCTBYIOIICH TUCIUIUINHE.

8. YYEBHO-METOJUYECKOE U THOOPMALIMOHHOE OBECIIEYEHHUE

YYEBHOM JUCLHUIIIAHBI

OCHOBHAA JIMTEPATYPA:

1. O 3-38 JlokyMeHTallmoOHHOE o0ecrieueHne yrpaBieHus: yueoHoe mocoodue : , 3axaposa T. 1.,

Mocksa: EAOU, 2012

2. 9N JI 25 JloxkymenToBenenue: yueOnuk : , JlappkoB H.C., Moscow: [Ipocnekt, 2016

3. DU K65 Koncynprantllntoc : CnpaBoyHO-TIpaBoBas 6a3a JaHHBIX [0 POCCUNCKOMY

3aKoHOAaTenbCTBY, , M.: KoncynpranT [lnroc, 2015

JOITOJIHUTEJIBHAS JIMTEPATYPA:

1. 005 K89 Jlenonpon3BoACTBO (IOKyMEHTallMOHHOE obecnieueHue ynpasienus) : , Kysnernosa T.B.,

Mocksa: XXypnain "Ynpasienue nepconainom”, 2007

2. OU K 91 Kon¢puaenuuansHoe ASTOMPOU3BOICTBO U 3aIIMIICHHBIH 3IEKTPOHHBIN
JTOKyMeHTo000poT: yueoHnuk : , Kynses H. H., Mocksa: JIOT'OC, 2013

3. 005 LI 95 OcHOBBI J€IOMPOU3BOJCTBA A3BIK CIIYKEOHOTO JOKYMEHTA : YIYEOHUK M MIPAKTUKYM IS
akameMuueckoro OakamaBpuara, lllysamosa H.H., iBanoBa A.1O., Mocksa: FOpaiit, 2018

4. OU P 59 Tunuynele omuOKN KaJApOBOTO AEIONPOU3BOACTBA : , Poroxkun M.1O., Moscow:

[Ipocnekr, 2016




[MTPOTPAMMHOE OBECITEYEHUE:

CrnenpanbHOe MporpaMMHOe oOecriedeHne He TpedyeTcs
LMS 1 UHTEPHET-PECYPCBI:

1. Koncynwrant ILmtoc

https://online.mephi.ru/

http://library.mephi.ru/

9.  MATEPHAJIbHO-TEXHMYECKOE OBECIEYEHHME YUEBHOW
JUCLUIINHDBI

CHeHI/IaHLHOC MaTCPpHUAJIbHO-TCXHUYCCKOC obecreyeHne He Tpe6yeTc;I

10. YYEBHO-METOJUYECKHUE PEKOMEHJALINU JUIAA CTYAEHTOB

OCHOBHBIMU BUJAMU Y4€OHBIX 3aHATHH B Ipolecce MpernoAaBaHusi AUCHUIUIMHBI SBISIOTCS
JIeKIMM U CeMUHApCKUeE (MPaKTHYECKUE) 3aHATHSL.

ITpy moAroTOBKE K CEMUHAPCKOMY 3aHATHIO HEOOXOMMO, MPEXKIE BCErO, IPOUUTATh KOHCIIEKT
JEKIMM U COOTBETCTBYIOILME pa3zeibl ydeOHOW JMTepaTypsl; MOCIE Yero M3y4uTh HE MEHee JBYX
PEKOMEH/IOBAaHHBIX MO OOCYKJaeMOW TeMe CIELMAIbHBIX HMCTOYHMKOB: CTaTel MEpUOJNYECKUX
W3aHui, MOHOTrpaduii M T.M. BakHO 3aKOHCIIEKTHPOBATH TEOPETUYECKHE TOJOKEHHUS HM3YYEHHBIX
HMCTOYHMKOB U CHCTEMATU3UPOBATh UX B BUJE TE3UCOB BBICTYIUICHUS HA ceMHUHape. [1ose3Ho cpaBHUTH
pa3HbIe MOJAXOJBl K PELICHUIO ONPEIEICHHOTO BOINpPOCA W MOIBITaThCA HAa OCHOBE COIOCTaBJICHUS
apryMeHTOB, NPUBOJMMBIX aBTOpaMH pabOT, 0OOCHOBATh CBOIO MO3MUIMIO ¢ oOpalleHueM K Qakram
peanbHON NEUCTBUTEIBHOCTH.

[Ton camocrosTenbHON pabOTOM CTYACHTOB MOHMMAeTcs IUIaHUpyeMas ydeOHas, y4yeOHo-
HCCIIeIoBaTeNbCKasl, a TaKkke HayyHO-UCCIe0BaTeNbcKas paboTa CTYJEHTOB, KOTOPasl BBHIIOJIHIETCS
BO BHEAyJIUTOPHOE BpeMs II0 HMHUIMATHBE CTYACHTAa WM 10 33aJaHUI0 U IPU METOAUYECKOM
PYKOBOJICTBE IpernojiaBaresi, HoO 0€3 ero HeMmoCPeACTBEHHOIO yYacTHsI.

OCHOBHBIMHU BUJJaMH CAMOCTOSATEIbHON Y4€OHO! NeATEIbHOCTH CTY/I€HTOB BBICILIETO yUeOHOIO
3aBEICHUS SBIIIOTCS:

1) npenBapuTenbHasi HOArOTOBKA K ayTUTOPHBIM 3aHATHUSAM, B TOM YHCIIE€ U K T€M, Ha KOTOPBIX
OyzeT u3ydarbcsi HOBBIN, He3HAKOMbIN MaTepuall. [Ipeanonaraercs usydeHue yueOHON MporpaMmsbl U
aHanM3 HamOoJsiee 3HAaYMMBIX M aKTyaJbHBIX IPOOIEM Kypca.

2) CBoeBpeMeHHas 1Opa0OTKA KOHCIIEKTOB JIEKIIHA;

3) IToxgOop, u3ydeHue, aHanu3 U IpU HEOOXOAUMOCTH — KOHCIIEKTHUPOBAHNE PEKOMEHT0BAaHHBIX
MCTOYHUKOB 0 YU4€OHBIM JUCHUILIUHAM;

4) moAroTOBKa K KOHTPOJIbHBIM 3aHITUSM, 3a4€TaM U SK3aMEeHaM;

5) BBINIOJTHEHUE CHEIHATBbHBIX YU€OHBIX 3a/laHui, TPEeTyCMOTPEHHBIX Y4eOHOI mporpaMMoii, B
TOM 4ucie pegepaToB, KypCOBBIX, KOHTPOJIbHBIX padbOT

Bce Buapl camocTOsATENbHOW pabOThl JAUCIUILIMHE MOTYT OBITh pa3JielieHbl Ha OCHOBHBIE U
JOTIOJIHUTEIIbHBIE.

K ocHOBHBIM (00s3aT€NIbHBIM) BHIAM CAaMOCTOSITENIHOW pabOThl CTYJEHTOB NPH H3YyYEHHUH
aIMUHUCTPATUBHOI'O IIPaBa OTHOCUTCA:



a) CaMOCTOSTEIbHOE U3YUYE€HUE TEOPETUUECKOTO MaTepuana,

0) perieHue 3a7a4 K CEMUHAPCKUM 3aHATHUSIM,

B) BBITIOJTHEHUE MTUCbMEHHBIX 33JJaHUN K CEMUHAPCKUM 3aHSTHSIM,

I') HOJArOTOBKA POJIEBBIX UTP

JIOTIOTHUTENBHBIMH BUIIAMU CAMOCTOSITENIEHONU PaOOTHI SBISIFOTCA:

a) BBIMOJHEHNE KYPCOBBIX paboT

0) MOArOTOBKA JOKJIAI0B U COOOIICHUH /I BHICTYIUICHHS Ha CEMUHApax;

JlanHble BUABI CAMOCTOSATEIbHOM pPAaOOTHI HE SBISIOTCA OOSA3aTEIbHBIMUA U BBITOJIHSAIOTCS
CTYJCHTaMHU [0 COOCTBEHHON MHHUIIMATHUBE C IPEIBAPUTEIBHBIM COTJIACOBAHUEM C MPEIO0/IaBaTEIeM.

HcTouHnKaMu 7151 CaMOCTOSITETIbHOTO H3yUEeHHUSI TEOPETUUECKOTO Kypca BBICTYMAIOT:

- y4eOHUKH 110 MIPEIMETY;

- KypCBhI JIEKIIMH 110 IPEIMETY;

- yueOHbIe TOCOOUs IO OTACTBHBIM TEMaM

- Hay4HbI€ CTAThU B MEPUOANYECKOIN IOPUIUUYECKON MTeYaTH U PEKOMEHIOBAHHBIX COOPHUKAX;

- Hay4Hble MOHOTpauH.

YMeHue CTYIAeHTOB OBICTPO M MPaBHIBHO NOA00paTh JUTEparypy, HEOOXOIuMYK aiis
BBITIOJTHEHUST y4eOHBIX 3aJaHU M HAay4yHOH paloThI, SBJISETCS 3aJ0rOM YCHEIIHOTO OOydYeHHs.
CamoOCTOATeNBbHBIM MON00P JMTEPATyphl OCYIIECTBISETCS NPU TOATOTOBKE K CEMHUHApPCKUM,
MPAKTUYECKUM 3aHSATHAM, MPH HAIMCAHUHM KOHTPOJIBHBIX KYpPCOBBIX, IUIUIOMHBIX pabOT, HAYYHBIX
pedeparos.

[TonoXUTENBHBIN pPE3yabTaT MOXET OBITh JOCTHTHYT TOJIBKO TPU YCIOBHU KOMILJIEKCHOTO
UCIONIb30BAHUS  PA3JIMYHBIX  Y4eOHO-METOIUWYECKHUX  CPEICTB, MPUEMOB, PEKOMEHIYEeMbIX
MpernojaBaTeNiIMA B XOJI€ YTEHHUS JICKIIMI U MPOBEACHUS CEMHUHAPOB, CUCTEMAaTHYECKOTO YIOPHOTO
TpyJa MO OBIAJCHUIO HEOOXOAUMBIMU 3HAHUSIMU, B TOM YKCJIE U IIPH CAMOCTOSTEIBHON padoTe.

11. YYEBHO-METOJUYECKHUE PEKOMEHJIAIIUM JJIS TPENIOJABATEJIEA

YyeOHass mporpamMma U KaJeHAApHO-TEMATHUECKUH TUTAaH TIO3BOJSIOT OPUEHTHPOBATH
CTY/ICHTOB Ha CUCTEMHOE M3y4YECHUE MAaTEPUATIOB JUCIIUIUINHEI.

OCHOBHBIMH BHJaMH y4€OHBIX 3aHSATHUA B TPOIIECCE MPENOJaBaHUS JUCIHUIUIUHBI SBIISTFOTCS
JIEKLUU U CEeMUHApCKUe (MPaKTUYECKUE) 3aHATHSL.

B xone nexnuu packpbIBalOTCS OCHOBHBIE M HanOoJiee CIIOXKHBIE BOIMPOCH Kypca. [Ipu sTom
TEOpEeTUYEeCKHEe BOMPOCHl HEOOXOAMMO OCBEMIaThb C y4yeToM Oyaymed mnpodeccuoHambHOM
NEATEIIbHOCTH CTYIEHTOB.

B 3aBucHMOCTH OT 1eMeii IEKIIMU MOXHO TOAPAa3/IeIUTh Ha BBOJAHBIE, 0030pHbBIE, TPOOIEMHBIE
Y YCTAaHOBOYHBIE, a TAKXKE JIEKIIUU 10 KOHKPETHBIM TEMaM.

B xo/e BBOJIHOM JIGKITUU CTYJEHTHI MOTYYaloT 00Iee MpeICcTaBIeHne O NUCIUILINHE, 00BEME
U CTPYKTYpE Kypca, MPOMEKYTOYHBIX U UTOTOBOM (popMax KOHTPOJIS U T.1I.

OOG30pHBIC  JIEKIIMU, KaK TMPaBWJIO, YWUTAIOTCS 10 AWCIUIUIMHAM, BBIHOCUMBIM Ha
rOCYJIapCTBEHHBIN PK3aMEH, C LIENbI0 CUCTEMAaTU3allM1 3HAHUM CTYJICHTOB HaKaHyHE dk3aMeHa. L{enpro
YCTaHOBOYHBIX JIEKIMN SIBISIETCS MpeNocTaBlieHne OOydaeMbIM B OTHOCHTEIBHO C)KaThle CPOKHU
MaKCHMaJbHO BO3MOXHOTO OOBeMa 3HAaHUU MO pa3fenaM WIH Kypcy B ILeJIoM U (OpMUPOBaHUE
YCTaHOBKM Ha aKTHBHYIO CaMOCTOSITeNbHYIO paboTy. Ha mpoONeMHBIX JEKIUSX OCBEIAI0TCs
aKTyallbHBIE BOIIPOCHI yUeOHOTO Kypca.

OCHOBHBIM BHUJIOM JICKIIUW, YATAEMBIX IO MUCIUIUIMHE SBJSIOTCS JIEKIIMH MO KOHKPETHBIM
TEMaM.



[Ipu monbope M U3y4YEHUH HCTOYHHUKOB, (DOPMHPYIOIIMX OCHOBY JIEKIIMOHHOTO MaTepuala,
MPEIoIaBaTeNt0 HE0OXO0IMMO OTEPAaTUBHO OTCIICKMBATH HOBBIC HAIIPABICHHS Pa3BUTHS MPEIMETHON
o0yacT TUCUUIUINHBI, (pukcupoBaTh myoaukanuu B CMU, nepuoandeckux U3JaHusIX, CBSI3aHHBIX CO
cnienn(uKoii Kypcea.

TekcT JeKIUU T0KEH OBbITh YETKO CTPYKTYPUPOBAH U COJEPKATh BBIACIICHHBIC ONPEACIICHUS,
OCHOBHBIE 0JIOKHM MaTepuaia, kiaccupukanuu, 0000UEHUS U BHIBODI.

Bocnpusartue u ycBoeHrne o0ydyaeMbIMU JIEKIIMOHHOTO MaTepuaja BO MHOTOM 3aBHCHUT OT TOTO,
HACKOJIbKO 3¢ (EKTUBHO TNPUMEHSIOTCS Pa3HOOOpa3HbIE CPEICTBA HAIISIHOTO CONPOBOXKICHUS U
IUIaKTHYECKUE MaTepUalbl.

Jleknuio 1enecoo0pa3HO YHUTaTh C TEMIIOM, KOTOPBIH MO3BOJSET KOHKPETHOMY COCTaBY
ayTuTOpUH 0€3 M3JIUITHETO HAMPSKSHHSI BOCIIPUHUMATh U YCBAUBATh €€ COJIepKaHue.

Ha nexkuuoHHBIX 3aHATUSIX CTYACHTHI JIOJDKHBI CTPEMHUTHCS BECTH KOHCIEKT, B KOTOPOM
OTPa)kar0TCsl BAYKHEHIIINE MTOJIOKEHUS JIEKIUH.

Kaxxgas nexuus 3aBepiiaeTcss 4eTKO C(HOpMYIMpPOBaHHBIMU BBIBOJAMH. 3aBepliasi JEKIHUIO,
pPEKOMEHYeTCsI COOOMIUTh CTyIEHTaM O TeMe CIEAYIOIEro 3aHATHs W JaTh 3aJaHue Ha
CaMOCTOSITENIbHYIO TOJATOTOBKY. /[l JeTanpHOM M OCHOBATENbHON MPOPaOOTKH JIEKIIMOHHBIX
MaTepUajoB MPENoJaBaTelb PEKOMEHIYET K U3yYEHUIO 00s3aTeNbHYI0 TUTEpaTypy M0 TeMaM Kypca.

CTyneHTsl JOJKHBI UMETh BO3MOXKHOCTH 337aTh JIGKTOPY BOMpochl. UTOOBI MMETh BpeMs Ha
OTBETBI, JIEKLHUIO LIe11eco00pa3HO 3aKaHYMBaTh HAa 5-7 MUHYT paHblI€ YCTAaHOBJIEHHOTO BPEMEHHU.

Ot npenogaBarens Tpedyercst copMUPOBAThH Y CTYIEHTOB MPABWILHOE MOHUMAHUE 3HAYCHUS
CaMOCTOSITENTLHOU PaboThI, 00yUUTh X Hanbosee F3pHEeKTUBHBIM IPUEMaM CaMOCTOSATEIBHOTO TTOMCKA
Y TBOPYECKOTO OCMBICICHUS MPUOOPETEHHBIX 3HAHUM, TPUBUTH CTPEMIICHUE K CaMO0Opa30BaHUIO.

[lenbo CEeMHHAPCKUX 3aHATUUN SBISETCS 3aKpEIUIeHUE TEOPETHUYECKUX 3HAHUM, MOTYYEeHHBIX
CTYICHTaMH Ha JIEKLIUAX U B TMPOIECCE CAMOCTOSTENbHOM paboThl, a TakXKe BbIPAOOTKA Yy HHX
CaMOCTOSITETFHOTO TBOPYECKOTO MBIIIJICHUS, TPUOOpPETEHHEe M pa3BUTHE CTYJCHTAMH HAaBBIKOB
MyOJIMYHOTO BBICTYIUJICHHS U BEIEHUS TUCKYCCHH, TPUMEHEHHUSI TEOPETUUECKUX 3HAHUM Ha MPaKTUKE.
Kpowme Toro, Ha ceMuHape npoBOIUTCS TEKYIIUN KOHTPOJIb 3HAHUNA 00y4aeMbIX [TOCPEICTBOM YCTHOTO
OIpoca, TECTUPOBAHUS U BBHICTABJICHUS OIICHOK.

Ha xaxmom cemMuHapckoM (IIpakTUUECKOM) 3aHSITHH TpernojaBareib o0s3aH 00ecrneuynBaTh
BBITIOJIHEHUE KOHTPOIHUPYIOMEeH (QYHKIMU JaHHOTO BHAA 3aHATUNA. OCHOBHBIE IIEJIM KOHTPOJS Ha
CEeMHHapax - OMpeAeNieHUEe CTENEeHU TOTOBHOCTH Y4eOHOU TpyIbl, OpUEHTUPOBAHUE CTYACHTOB Ha
CHUCTEeMaTUYEeCKyI0 paboTy MO OBIAJCHUIO MPEIMETOM, YCHIIEHHE OOpaTHOW CBSI3M MpernojaBaTeis
00y4aroIUMUCS, BBISIBJICHHE OTHOILIEHUS K AUCHUIUIMHE, BHECEHUE MPU HEOOXOJMMOCTH KOPPEKTUB B
CoJiep>KaHue ¥ METOAUKY OOyUeHHS.

N3yuenune Kypca 3aKkaHYMBAECTCSI UTOTOBOM aTTeCTallueN

[lepen sKk3amMeHOM IMpernojaBaTellb MPOBOAUT  KOHCYyJbTanmuio. Ha  KkoHCymbTanuu
IpernojaBaTesib OTBEYaeT Ha BONPOCHI CTYACHTOB IO Te€MaM, KOTOpbIE OKa3alhCh HEJIOCTaTOYHO
OCBOCHBI MU B IIPOIIECCE CAMOCTOSATEIbHONW pal0OThI. 3a4eT MPOBOAMUTCS B YCTHOW (opMe MyTeMm
OTBETA CTYJEHTAa Ha BOIPOCHI, 3aJaHHBIC MPEMOAABATEIIEM.

ABTOP(BI):



[piranoB Buktop ['puropreBud, K.T.H.



