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1. Mecto nucuuminnbl B crpykrype OITIOII

Hucuumuna @T/(.02 OpranuzanuoHHo-uH(GOPMALMOHHOE 0becnieueHre NesITeIbHOCTH PYKOBOIUTENS

ABIsieTCs (DaKyJIbTaTHBOM B 00pa30BaTeIbHOM Mporpamme.

2. H.]'IaHI/IpyeMble pe3yJbTaThbl 06y‘leHHﬂ mo JUCHUIIJIMHE, COOTHECCHHLIC C IJAHUPYEMBIMU

pe3yJbTaTaMM OCBOEHHMsI 00pa30BaTeJIbLHON MNPOrpaMMbl

JIOCTHKEHUS KOMITEeTEHIHA)

(KOMHeTeHHHﬂMH H HHAUKATOpaMH

MexHON02UU U
UCnob306amMb
npasoguie Hazvl
OAHHBIX OJIs peuleHus.
3a0ay
npogheccuonanbHol
dessmenbHOCmU ¢
yuemom mpeboganuii
unpopmayuouHol
besonacnocmu

3aKOHOOAmenNbCmee u
npasonpuMeHumenbHoll
npakmuxe

OIIK-7.2: Ucnonvsyem
cnpagounvle cucmemvl OJist
cocmasnenus nooobopKu
npasoguix akmoe,
OMHOCAWUXCA K
aHanu3upyemou cumyayuu
OIIK-7.3: Ocywecmensem
ungopmayuontvle
mexnonocuu cbopa, xpanenus,
noucka u 06pabomxu
uHGOpMayUU 8 IOPUOUYECKOT
desmenbHOCMU

OIIK-7.4: Ucnonvsyem
coBpemMeHHble MeXHOL02UL U
OmKpbImble pecypcol Oist
nposepKu 0eticmeumenbHOCmu
npasosvix OOKYMeHmMos
OIIK-7.5: 3naem npasuia
3auumul KOHOUOEHYUATLHOL

unpopmayuu

cucmem
Ymems: ocywecmensime
OvICMPBILE NOUCK HEOOXOOUMBIX
nPaBoBbIX AKMOE ¢ Yenbio
VCMAHOBNIEHUS, USMEHEHUIL 6
3aKoHOOamenvbcmee u
npagonpumMeHumenbHou
npakmuke

Braoemu: nasvikamu
UCNONb308AHUS PAZIUYHBIX
UHCIMPYMEHMO8
UHPOPMAYUOHHO-CNPABOUHBIX
cucmem O NOUCKA USMEHEHUT
6 3aKOHOOamensemee u
npasonpumMeHumenbHou

npakmuke

OIIK-7.2:

3uamo. unmepetic paznuunvix
UHPOPMAYUOHHO-CNPABOUHBIX
cucmem

Ymems: ocywecmensime
ObICMPBILE NOUCK HEOOXOOUMBIX
NPABOBLIX AKMOB, OMHOCAUUXCSL
K QHATU3Upyemotl cumyayuu
Braoemw: Hasvikamu
UCNONb308AHUS PA3IUYHBIX
UHCMPYMEHMO8
UHDOPMAYUOHHO-CNPABOYHBIX
cucmem, nO360NAOUUX
ocyujecmeums n00OOPKY

HE0OX00UMBIX NPABOBLIX AKMOG

DopmupyemMbie IInanupyemsle pe3yJibTaThl 00y4YeHHs 10 qucuuninHe | HanmMeHoBaHMe OLIEHOYHOTO Cpe/ICTBA
KOMIIETeHIUH (MoyJIl0), B  COOTBETCTBHM ¢  HHANKATOPOM
(xom, conepikaHHE | JOCTHKEHHsI KOMIETEHIHH
KOMIIETCHIINN) Nupuxkarop pocrukenus | Pesyabrarsl 00ydyeHus s Tekywmero | s
KOMIIETEHM U 10 JUCHUIIMHE KOHTPOJISA NPOMEKYTOYHOMI
(xom, CoZIepIKaHue yCIeBaeMoOCTH arrecTanun
HMHJMKATOPa)
OIIK-7: Cnocoben OIIK-7.1: Hcnonwsyem OIIK-7.1: Cobecedosanue
npumeHame cnpagounvle cucmemsl O 3namv: unmepgeiic paziuuHvix Sauém:
ungopmayuonvie noucka usmMenenuil 6 UHHOPMAYUOHHO-CHPABOUHBIX Tloxnad




OIIK-7.3:

3uame: co60KynHOCMb MEMOO08
U NPOCPAMMHO-MEXHUYECKUX
cpeocms, no360OUUX
ocywecmensime coop, Xxpaneuue,
NnoucK u 06pabomky
uHpopmayuu 8 PUOUECKOU
deamenbHOCHU

Ymemo: nonyuame ropuouuecku
BHAYUMYIO UHDOPMAYUIO U3

| PA3IUYHBIX UCTIOYHUKOB
Bnaoemy: nasvikamu coopa,
XpaueHus, noucka u oopabomxu
unpopmayuu 8 puOUUecKol
OdesamenbHoCMU ¢
UCNONb308aHUEM

UHPOPMAYUOHHBIX MEXHONIO2UTL

OIIK-7.4:

3Hamu: 21exkmponHble adpeca
pazmewjenust UCMOYHUKOS
ouyuanvrHozo onyoaUKO8aAHUA
NPAasoBLIX AKMOo8

Ymemo: ocywecmensimo
OvIcmpbIli NOUCK HEOOX0OUMBIX
Npasosuix aKmog ¢ Yeuvio
npoeepKu ux
OeticmeumenbHOCmu

Bnaoemy: cospemennvimu
Memooamu u npoePaMMHO-
MEXHUYECKUMU CPeOCmeamu Oisl
nposepKu 0eticmeumenbHOCmu

Nnpasosuix OOKYMeHmMos

OIIK-7.5:

3uamo: nepeuens u cooepicanue
HOPMAMUBHO-NPABOBLIX AKIMOG,
peznamenmupylouux npasuia
3auumul KOHQPUOEHYUATLHOU
unpopmayuu

Ymemo: npunumame mepwi no
0Xpane KOHPUOEHYUATLHOT
unpopmayuu

Bnaoemy: nagvikamu
NpUMEHeHUsL CPedcms u
Memooos 3auumol
KOH@UOEeHYUATbHOU
ungopmayuu, He

npomugopeyauux




TIK-8: Cnocoben
Op2aHU308bI6aMb
pabomy npasoso2o
noopazoenenus 8
pamxax obwell
cmpamezuu
pazeumusi

TIK-8.1: Paspabamvieaem
OQ0JIHCHOCMHbIE UHCPYKYUL,
Klouegble NOKazamelu
agpexmusrocmu pabomuukos
noopasoeneHus

1IK-8.2: Paspabamvieaem
meKywue u nepcneKmugHble
nianvl pabomul
noopazoeneHus u
ocywecmensimes KOHmpoJs 3a
UX BbINOIHEHUEM

TIK-8.3: Ocywecmensiem
83aumooeticmsue ¢ opyeumu
noopazoeneHusMuU C Yeavio
onpeodenenus 3a0ay
noopazoeneHus no npagogomy
obecneyenuio

1IK-8.4: Opeanuzogvisaem u
KOHmponupyem
0esamenbHOCHb NOOYUHEHHBIX
PaboOmMHUKO8

1IK-8.5: [Inanupyem u
opaanuzyem obyuenue

NOOYUHEHHBIX PABOMHUKO8

1IK-8.1:

3uame: codepoicanus
OQ0NAHCHOCHBIX 00513aHHOCMEN
| pabommnukos, cucmemy
mpebosaruil npu pazpabomxe
OONIHCHOCHBIX UHCPYKYULL U
KII04eBbIX noKazamenell
agppexmusrocmu pabomuukos
noopasoenenus

Ymemow: ghopmynuposame
codepacanue O0IHCHOCTIHBIX
UHCPYKYULL, NPEONONCEHUS U
pexomeHOayuu no paspabomke
KAI04eBbIX noKazamesell
appghexmusHocmu pabomHuxos
noopasoenenus

Braoemyw: cnocobnocmuio
paspabameieams 00IHCHOCHIHbIE
UHCIMPYKYUU U KTI04esble
nokasamenu 3ggexmusnocmu

pabomuuxos noopazoeneHus

1IK-8.2:

3uamu: ocrnognvle Memoowl,
npuemvl, Cpeocmed u MemoouKy
paspabomxu mexywux u
NnepcneKmugHbIX NIaHo8 padbomel
noopasoenenus

Ymemn: cocmasnams mexywuii
U nepcneKmueHblll NAaH pabomul
U NPOBOOUMb OYEHKY €20
6bINONIHEHUsL

Bnaoemy: nagvikamu
paspabomru mexywux u
NePCReKMUBHBIX NIAHO8

pabomoi

11K-8.3:

3uams: cucmemoi
83aumooeticmsus ¢
noopazoeneHUusIMU C Yeavio
onpeodeneHus 3a40ay no
npasogomy obecneuenuio
Ymemo: hopmynuposame
000CHOBAHHbBLE NPEONOAHCEHUS NO
ocywecmenenuo
83auUMooeticmeust ¢ Opyeumu
noopaszoenenusimu

Bradems: cnocobrnocmoio
Gopmynuposamo npednodicenuio
U pekoMeHoayuu no
ocywecmenenuo

83aUMOO0eEICMBUsL C OpyeUMU

Cobecedosanue

3auém:
Joxnao




noopasoeneHusmu

IIK-8.4:

3namu: cnocobuvl u cpedcmea
opeanuzayuy u KOHMpoJs
desamenbHOCU NOOYUHEHHBIX
| pabomuuros, cnocobwl u
Memoobl NPUHAMUSL
ONMUMATLHBIX YNPAGIEHYECKUX
pewenuil no desmenbHOCHU
NOOYUHEHHBIX PAOOMHUKO8
Ymemv: opeanuszosvieamo,
YIpasnsmy, OyeHusamy u
KOHMpORuposams
OeAmenbHOCMb NOOYUHEHHBIX
pabomHuKos

Bnaoemy: nagvikamu
opeanuzayul, ynpasienus u
KOHMpOJia 3a pabomoil

NOOYUHEHHBIX PAOOMHUKO8

IIK-8.5:

3Hamv: 0cHOBHbBIE MeMOOb,
npuemvl u cpedcmea
NIAHUPOBAHUSL U OP2AHUZAYUU
00yueHUsL NOOYUHEHHBIX
pabomnurog, cucmemol
mpebosaHull K OpeaHu3ayuy
00yUeHUsL ROOYUHEHHBIX
pabomuuxos

Ymemow: cocmaensime nnan
opeanuzayuu 06yueHus
NOOUUHEHHBIX PAGOMHUKOB,
nomozams 0671a0emsb HAGLIKAMU
NPUMEHEHUs. NOJYYEHHbIX 3HAHUL
pabomuukamu Ha npaKmuxe
Braoems.: mpaouyuonnvimu u
UHHOBAYUOHHBIMU
MEXHONOUSMU 00y HeHUs.
NOOYUHEHHBIX PAOOMHUKO O/15
NAAHUPOBAHUSL U OP2AHUZAYUU UX

0OyueHus

IIK-9: Cnocoben
NPUHUMAMND
OnMuManbHbLe
ynpagienyeckue
peuterust

TIK-9.1: 3naem memoouwl
VYApaGAeHUsi NPOeKMaMU
1IK-9.2: Ocywecmensiem
Nn0020MOBKY U RPUHSIMUS
VAPAGIEHYECKUX PeUleHUll C
VUEmOM UX COOMEemcmeus.
MmpeboBaAHUSIM CILONCUBUIUXCSL
VC08ULL YNPAGLeHUs.
IIK-9.3: Braoeem nasvikamu

oyeHKu dppexmusrocmu

TIK-9.1:

3uamo: smanvi sHrcusHeHHO20
YUKIQ npOeKmd; Smansl
paspabomxu u peanuzayuu
npoexma, mMemoovl paspabomxu
U ynpaeiens npoekmamu
Ymems: paspabamvieams
npoexm ¢ yuemom aHanusa
ANbMEPHAMUEHBIX BAPUAHIOE

e2o peanuzayuu, onpeoensims

Cobecedosanue

3auém:
Joxnao




NPUHUMAEMBIX
VAPABNEHYeCKUX peuteHull
11IK-9.4: Paspabamvisaem
cucmemy npe0omspaujeHus

10pUOUYECKUX PUCKOB

yenesble 5Manvl, OCHOGHbIE
Hanpaenenust pabom,
00BACHUMb Yenu U
cpopmyauposams 3adauu,
CBsA3aHHbIe ¢ NOO20MOBKO U
peanusayueti npoekma,
YIpagnsims npoeKmom Ha 8cex
IMANAX €20 HCUZHEHHO20 YUK
Braoemv: memoouxamu
paspabomku u ynpagienus
NPOEeKmMoM,; Memooamu OYeHKU

apexmusnocmu npoexma

11K-9.2:

3namu: cucmemy mpeboganuii K
OpeaHu3ayuLl ynpasieH4eckou
OdeamenvHoCMU, NOO20MOBKE U
NPUHAMUIO YNPABIEHUECKUX
pewienuil; cucmemy oyeHku
VNpasneHyecKux peuteHutl ¢
yuemom ux coomeemcmeus
MpeboBaAHUAM COHCUBUIUXCS
Veaosutl ynpasnenus

Ymems: noocomaenusamo u
NPUHUMAMb ONMUMATbHBLE
ynpasnenyecKkue peuenus;
npoeooUmb AHAIU3
aghpexmusHOCmU NPUHUMAEMBIX
VNpaseHyecKux peueruil
Bnaoemy: nagvixamu
nO020MOBKU U NPUHAMUSL
VNpasneHyecKux peueHutl ¢
yuemom ux coomsemcmeus
MpeboBaAHUAM CONCUBUUXCS
VCA08ULL YNPABNEHUsl; HABbIKAMU
oyeHKU I pexmusHocmu
NPUHUMAEMBIX YIPABTEHUECKUX
pelenuti HenocpeOCmBEeHHO Ha

npakmuke

1IK-9.3:

3Hamu: 6udbl YNpagieH4ecKux
pelienuti u Memoovl ux
NPUHAMUSA,; MEMOObL OYEHKU
NPUHAMBIX YNPAGIEHUECKUX
peweHuil

Yuems: oyenusams ycnosus u
noC1e0CmeUs, NPUHUMAEMbIX
Op2aHU3ayUOHHO-
VNpasneHyecKux peuenuil
Bnaoems: memooamu
peanusayuu

OCHOBHbIX YNpaeieH4YeCKux




@ynryuil; memooamu oyenKu
aghpexmusHoCmu NPUHUMAEMBIX

Yynpagnenyeckux peuteHutl

1IK-9.4:

3uamu: ocrnognvie memoowt
peluenust CmanHoapmHuvlx 3a40ay
npedomepaweus PUOUYECKUxX
puckos

Ymemu: paspabamvieams nogeie
Memoobl pewienus OYeHUBAHUS U
npeoomsepaweHus OPUOUYECKUx
puckos

Bnaoemuv: memooamu
paspabomku HObIX MEMOO08
pewenuss HecmanoapmHoix
3a0ay, OYeHUBaHus u
npeoomspaweHus PUOUIecKUx

puckos

3. CTpyKTypa u coepkaHHue JUCUUILIHHBI

3.1 TpyaoeMKOCTb JUCHUIIMHBI

O4HAasA 3a04Hast
O01ast TPYI0€MKOCTb, 3.€. 1 1
YacoB no yueGHOMY IJIaHY 36 36
B TOM YHCJIC
ayJUTOPHbIE 3aHATHSA (KOHTAKTHAas padora):
- 3aHATHUS JIEKIHOHHOT'0 THIIA 2
- 3aHATHS CEMUHAPCKOr0 THNA (MPAKTUYeCKUe 3aHATHSI / 1a00paTOPHBI
pa6oTsbl)
- KCP 1 1
caMoCTOsITe/IbHasI padoTa 29 25
I[IpomMe:xkyToUHasI aTTeCTAIINSA 0 4
3a4ér 3a4ér

3.2. Conepxanue IUCIHUILIIUHBI

(cmpykmypuposanroe no memam (pazoenam) ¢ yKkazaHuem omeeoeHH020 Ha HUX KOIU4ecmasd

AKAO0eMUYECKUX YACO8 U BUObI YUEOHBIX 3AHAMULL)

HaunmenoBanue u Bcero B TOM YHCJIE

KpaTkoe (dacer)

coJiepKaHue ‘

PasZAcioB U TEM KonrakrHas padora (pabota BO

AUCHUIIINHBI B3aMMOJICHCTBHUHM C TIPETOJIaBaATENIEM ), YaChl CamocTosiTenbHast
U3 HUX pa60Ta

oOyuaromierocs,




3aHATHS] CEMHHAPCKOTO 4acsl
TUna (IpaKTu4ecKue
3aHATHS/TabopaToOpHEIe
paboTsr), yackl

3aHATHus
JIEKITHOHHOI'O
THITA

Bceero

o0
oW
o0
oW
o0
oW
o0
oW
o0
oW

Tema 1.
[IpodeccnonanbHbIH

CTaTyc cekperaps 513 1 0 0 1 11 4 2
PYKOBOHUTEJIS.

Tema 2. [IpaBoBbIe
OCHOBBHI
JIeATENBbHOCTH
cekpeTaps
OPraHM3aloOHHOTO | 5 4 | 1 0 0 1 11 4 3
u

JIOKYMEHTAallHOHHOTO
obecniedeHust
JIeATENBHOCTH
PYKOBOJHTEIIS.

Tema 3.
Opranu3zanus
[OBCEIHEBHOM 4545 0 0 0.5 0.5 0.5/0.5 4 4
JIEeATEIIbHOCTH
PYKOBOIHTEIISL.

Tema 4.

OcobenHocTH
OpraHu3alyu
JICTIOBBIX 55 0 0 1 1 11 4 4
MEpOIPUATUH C
y4acTuem

PYKOBOIHTEIISA.

Tewma 5.

Hudopmarnmonnoe
obecrieueHue 55 0 0 1 1 11 4 4
JIEATEILHOCTH
PYKOBOIHUTEIISL.

Tewma 6.

JlokymMeHTHpOBaHME
MOBCEIHEBHOM 55 0 0 1 1 11 4 4

JCATCIIBHOCTH.

Tema 7.
Bbe3nokymeHTHas 55/45 0 0 0.5 0.5 0.5/0.5 5 4
KOMMYHHKAIIUSL.

ArtTtecTanus 04

KCP 11 11

Hroro 3636 2 0 4 6 77 29 25

4. YueOHO-MeTOANYECKOE 00ecIIeYeHHEe CAMOCTOSITEIbHON PaboThl 00y4arouXxXcs

[Tpouecc 06yueHus MO AUCHUILTUHE CTPOUTCS C UCTIOIb30BaHUEM aKTUBHBIX METO/OB: COUETaHUE
ayJTUTOPHBIX 3aHATUI U CaMOCTOSTENbHON paboThl. O0yueHUE MOKET OCYIIECTBIISITHCS C
ucnons3zoBanuem CJIO MOODLE, rae pa3merienbl Bce HEOOX0IUMbIE MAaTEPHAIBI KaK JIIs



o0ecrieueHus ayIMTOPHOM, TaK U CAMOCTOSTENIbHON paOOTHI.

AynuTOpHBIE 3aHATHS BKIIOYAIOT B c€0s JIEKIIMH, KOTOPHIE MOTYT MPOBOJUTHCS KaK HEMOCPEACTBEHHO B
ayJTUTOPHUH C MpernoaBaTesieM, TaK U MOCPEICTBOM BHICOKOH(PEPEHIICBA3H.

J1J1 TOJIHOTO YCBOGHHSI Kypca HEOOX0AUMO COYETaHHE ayIUTOPHBIX 3aHSITUIA U CAMOCTOSITEIILHOM
paboTHI.

AyaHUTOpHBIE JIEKIIUH TPOBOISITCS HEMTOCPEACTBEHHO MPEMOAaBaTeNIeM TUCIUIUIIHHBI B Ay JUTOPHH, THO0
MOCPEACTBOM KOH(EPEHIICBSI3U C HCIIOIb30BAHIEM TEXHHUECKUX CPEACTB (MHTEPET, «CKAUI» U Ip.).
[Tpu uyTeHNM JTEKINH UCTIOTB3YIOTCS O0BSICHUTEILHO-UJUTFOCTPATUBHBIN METO/T C JIEMEHTAMHU
MPOOIEMHOTO U3I0XKEeHUs YaeOHOM nHpopMammu (MOHOJIOTHYECKOH, THATOTHUECKON HITH
sBpHucTUYecKOoil). CTyieHTaM peKOMEHyeTCs 3alMChIBATh OCHOBHbBIE TE3UCHI JIEKIINH (BECTU KOHCIIEKT
JIEKLMN), TaK K€ PEeKOMEHyeTCs 3a7aBaTh MPENo1aBaTeNI0 BOPOCH! IO TEME JIEKIIHH.

OO0y4eHue Mo IMCUUIUIMHE MPEJIoiaraeT Tak *e OCBOCHHE JICKIIMOHHOT0 MaTepuaa, pa3paboTaHHOTO
MpernojaBaTesisiMy - aBTopaMu Kypca u pasmenieHsoro B CJJO MOODLE.

Jlekuuu, moAroTOBIECHHBIC MO KAXKI0M TEME MOJTYJIS, SBJISIOTCS KPATKUM (T€3UCHBIM) U3J105KEHUEM TEM,
coJiepKaT U pacKpbIBalOT OCHOBHBIE, HAaOOJIee 3HaYUMbIe BOPOCKHI MOy, M3yuenue nexuuii
SIBJIICTCS 00513aTEILHBIM, TTOCKOJIBKY B HUX:

- PaCKpBIBAIOTCSI OCHOBHBIC TTOHSTHS, OMPEEISAIOTCS MPU3HAKU MTPABOBBIX KATETOPUIl 1 HHCTUTYTOB;

- Pa3bSICHSIETCSI CMBICJI PABOBBIX HOPM;

- cojiepKaTcs CChUIKM Ha KOHKPETHBIE HOPMATUBHbIE MPABOBBIE aKThI, MHBIE MPABOBBIC AKTHI U
CyIneOHYIO TPAKTHKY;

- cofiepKaTcs CChUIKM Ha UCTOYHUKU JIUTEPATYPhI, MOCBALICHHBIE COOTBETCTBYIOIIEH TEME.
[TpakTiueckue 3a1aHusl MOTYT MIPelyCMaTpUBaTh aHAJIW3 HayYHBIX TPO0OIIeM, pa300p MPaKTUYECKUX
CUTYaIluH, aHATTN3 CyJIeOHON TTPAKTHKY H JIP.

Y4e0HO-METOTUYECKOE 00ECTICYCHIE CAMOCTOSATEIHFHOU PaboThl 00yUJarONIUXCS

CPC nanpaBieHa Ha pelleHue CIeAYIOLUX 3a/1a4 B poliecce (POpMUPOBAHUS Y CTYJAEHTOB TPEOyeMbIX
KOMIICTCHITUH:

- pa3BUTHE U COBEPIICHCTBOBAHUE HABBIKOB MOUCKA U 00pabOTKH (aHAIM3a, 0000IIeHNS,
CUCTEMAaTH3alliK) TPaBOBOM M MHOI MH(OpPMAIIMH, B T.4. HABBIKOB pabOThI C HOPMATHBHBIMU
MIPABOBBIMU aKTaMH, aKTaMH [IPaBONPUMEHUTENLHOM MPAKTUKH;

- pa3BHTHE HABBIKOB PAa0OTHI C IOPUIMUECKAMH JOKYMEHTaMH (ITOATOTOBKA, 0POpPMIICHUE, aHAIIN3);

- pa3BHTHE HABBIKOB TOJIKOBAHHS TPAXKIAHCKO-TIPABOBBIX HOPM, ITPABOBOM KBATU(UKAIIUN IOPUIHIECKU
3HAYUMBIX OOCTOSITEITLCTB COITUATBHON CUTYAIUH;

- pa3BUTHE U COBEPIICHCTBOBAHUE Y CTYJEHTOB CIIOCOOHOCTEN (hopMUpPOBaHNUs COOCTBEHHOM MTPaBOBOM
MO3UIUH, €€ apTyMEHTAIlUU U 3aIHTHI.

CamocrosTenbHast paboTa CTyIeHTa IpeInoiaraeT M3y4eHne HOPMaTUBHBIX aKTOB U TUTEPATYPHI,
BBHITIOJTHEHHE 33/IaHUI TI0 KYpCY M TeCTOB, MMOATOTOBKY K ayIUTOPHBIM CEMUHAPCKUM U MPAKTUIECKUM
3aHSTUSIM, BBITIOJTHEHHE KYPCOBOI paOOThI, MOJATOTOBKA K MMPOMEKYTOYHOM aTTeCTalluu Mo
JUCIUILINHE.

[IpomexyTouHas aTTecTanus 1o AucuuIuinae «Opranu3alioHHO-UH(POPMAIIIOHHOE 00ecTieueHe
NeSITeIbHOCTH PYKOBOAUTENS» MPOBOAUTCS B popme 3auera. K 3aueTy o yueGHOM JUCIIUIUINHE 110
Mpe/ICTaBICHUIO MPEIO0IaBaTelsl, BEIyIIEro ayIMTOPHbIE 3aHITHS, U PELIEHUIO, IPUHATOMY Ha
3acelaHuy Kadeapbl, He JOMYCKAIOTCs 00y4aroLuecs:

1) nponyctuine 6osaee 50% NpakTHYECKUX U CEMMHAPCKUX 3aHATHH;

2) He MpoUIeIINe WU BHIIOIHHUBILINE HEYJOBJICTBOPUTEILHO KOHTPOJIbHBIE 3a7aHus 110 4 u 6osee



TeMaM Kypca (peleHre CUTyallMOHHBIX 3a/1a4, IPOX0XKIEHNE TECTUPOBAHMS, AaHAJIN3 UCTOPUUECKUX
HMCTOYHHKOB).

3adeT MPOBOAUTCS B YCTHOHM (hOpMe MO YTBEPKIAEHHBIM 3aBEAYIOMNUM Kadeapoid Ouieram.
OO6s13aTeNIbHOM SABJISIETCS TOATOTOBKA CTYIEHTOM Pa3BEPHYTOr0 OTBETA MO CYIECTBY BOIIPOCOB
HK3aMEHAllMOHHOTO OMIieTa, Ha YTO OTBOJUTCS He MeHee 45 munyT. Ha 3auere He nomyckaercs: Han4ue
y 00y4arouuxcsi TOCTOPOHHHX MPEAMETOB, B TOM YUCIIE TEXHHUECKUX YCTPOHCTB (MOOMIBHBIX
TesneOHOB U Tp.), MOJIb30BaHNE KOTOPHIMU MOXKET 3aTPYIHUTH JHOO0 cenaTh HEBO3MOXKHON
O0OBEKTUBHYIO OIICHKY Pe3yJIbTaTOB IPOMEKYTOUHOH aTrTectanuu. O0ydaronyecs, HapyIIUBIIIe
IIpaBWJIa IPOBEAEHUS 3a4€Ta, 10 PELIEHUIO HK3aMEHATOPA U 3aBEYIOILEr0 COOTBETCTBYIOIIEH
kadenpoii MOTyT OBITH yAaJeHbI U3 ayauTopuu. [Ipu 3TOM B 3K3aMEHALIMOHHYIO BEJOMOCTh
yaanEéHHOMY C 9K3aMeHa CTYIEHTY IPOCTaBIISETCs OLIEHKA «HEeY0BIIeTBOpUTEIbHOY. [Ipu npoBeaennn
3ayeTa B YCTHOU (hopMe 1Mo 9K3aMEHAIIMOHHBIM OMJIeTaM OLIEHUBAIOTCS 001lee MTOHUMaHUe CTYACHTOM
COJIEp>KaHusl U CTPYKTYPBI BOIIPOCA, MOJIHOTA PACKPBITUS KAXKIOTO U3 SJIEMEHTOB BOIPOCA, CTEIICHb
BJIaJIeHHs 0a30BOM IOPUAMYECKON TEPMUHOJIOTHEH, TOHMMaHUe TPUMEHUMOCTH U 0COOEHHOCTEH
[IPAKTUYECKOI0 UCII0JIb30BAHUS U3JIaraeMbIX TEOPETUUECKUX MOJI0KEHUN. DK3aMeHATOp /1JIs1 yTOUHEHUS
OLIEHKH BIIPaBE 33]1aBaTh JIOIOJHUTENIbHBIE BOIIPOCHI, IPEYyCMOTPEHHbBIE paboyeil mporpaMmonu.
YpoBeHb 3HAHUH, 00YUAIOMIMXCS ONPEACISACTCS CICAYIONMMH OIICHKAMU: 32 3a4eT «3a4TCHOY, «HE
3aYTEHO», 3a dK3aMEH «IIPEBOCXOJIHOY», «OTINYHO», OUEHb XOPOIIO», «XOPOILIO»,
«yIOBIIETBOPUTEIBHO» U «HEYAOBIETBOPUTEIHHON.

5. @oHI OLEHOYHBIX CPEICTB Il TeKYIIero KOHTPOJISI YCNeBAaeMOCTH M IPOME:KYTOUYHOMH
aTTeCTAIIMHU MO THCHHUIIHHE (MOIYJII0)

5.1 TunosBblie 3aJlaHusA, H606XOI[I/IMI)Ie AJIA OHCHKHU pe3yabTaToOB oﬁyt{em/m IPpH MPOBECACHUH
TEKYLICT0 KOHTPOJIA YCIIEBACMOCTH € YKa3aHUEM KPUTEPUEB UX OCHUBAHUSA

5.1.1 Tunosble 3axanus (oneHo4YHOe cpeacTBO - CobeceoBaHMe) A OLEHKH
chopmupoBannoctu komnerenuuu OIK-7

Tema 1. [IpodeccuonabHBIN cTaTyC ceKpeTaps PyKOBOIUTEISI.

=

HVcropus pa3BUTHS CEKPETAPCKON IESITETbHOCTH.

2. 3HaveHHe OPraHM3AIMOHHOTO U JASJIONPOU3BOJCTBEHHOTO 00eCIeueH s O(HCHBIM ITEPCOHATIOM JISSITEIbHOCTH PYKOBOAUTEIS B
COBPEMEHHBIX YCIOBHSIX.

Kareropuu oducaoro nepconana.

OnTHManbsHble CTPYKTYPBI OQUCOB, MPHEMHBIX PYKOBOIHUTEICH.

Poub cekpeTapsi B CTPYKType IOKyMEHTallMOHHOTO 0OecrieyeHusl yIpaBeHus opraHu3alyeii. BiusHue MaciTaboB u
HalpaBJICHUH eaTeIbHOCTH (PUPMBI Ha OPraHU3alMOHHOE U HH(POPMAIIMOHHOE 00ECTICYeHHE e TEILHOCTH PYKOBOJUTEIS.

o w

Tema 2. [IpaBoBbIe 0OCHOBBI eATeILHOCTH CEKPETAPS OPraHNU3AIHOHHOI0 U JOKYMEHTALUOHHOT0 o0ecreyeHHus! 1eITeTbHOCTH
PYKOBOAHTEIS.

CrpyKTypa 3aKOHOJAaTeJIbHOW 1 HOPMAaTHBHO-METOANYECKOH 0a3bl 10 JOKYMEHTAILIMOHHOMY 00ECIICUSHHIO YIIPaBIICHNUSL.
TpynoBoii kofekce B paboTe ceKpeTapsi pyKOBOJUTEIS.

®denepanbHble 3aKOHbI, PETYIHPYIOLINE OTACIbHbIC aCHEKThI JOKYMEHTHPOBAHUS U pabOThI C JOKYMEHTAMH.
HopMmaTHBHO-METOIMYECKHE aKThI 10 JeTIONPOM3BOICTBY M apXUBHOMY JICITy.

HopMupoBanue u oxpaHa Tpyza ceKpeTaps.

BayTpuyupexxaeHueckas periiaMeHTanus AeITeNbHOCTH B TODKHOCTHOH M 00ydaromieif HHCTPYKIINH CEKpeTaps.

o wNE

Tema 3. Oprann3anys NOBCeAHEBHOIl JeATeJIbLHOCTH PYKOBOJUTE/IS.

1. OOmee comepxaHne MOBCEIHEBHOI AATEIEHOCTH PYKOBONTEIS, €€ COCTABISIIOIINE M KITIOUEBbIC HAIPABICHUS.
2. OCHOBHBIC 33/1a4H CEKpeTapsi B 00JIaCTH OPraHU3alHOHHOTO 00eCIeYeH s TIOBCEAHEBHOMN JIEITEIBHOCTH PYKOBOIUTEIS.
3. OcCHOBBI IIEPCTIEKTHBHOTO TNIAHUPOBAHNUS PYKOBOUTEIIS.



4, Meponpmmﬂ, CBSI3aHHBIC C HAYaJIOM HOBOT'O AEJIONPOU3BOACTBEHHOI'O roJa.

5.1.2 TunoBble 3axanus (oueHoYHOe cpeacTBO - CobeceoBaHue) A5l OLEHKH
copmupoBannocTu komnerenuuu IK-8

Tema 4. Oco0eHHOCTH OPraHU3alNH JeI10BbIX MEPONPUATHI ¢ y4aCTHEM PYKOBOJAMTEIS.

OCcoOEHHOCTH OpraHU3alUH COBELIAHUM.

Pabora cexperapst Ipy MOATOTOBKE COBEIIAHMIA.
OCoOeHHOCTH OpraHHU3aluy ITpHUeMa MOCETHTEIEH.
[Tpuem o menoBEIM BOIIPOCaM.

[Tpuem 1o TMYHBIM BOIpOCaM.

ISR A o

Tema 5. UndopmanuoHHoe odecnedeHne AesiTeJIbHOCTH PYKOBOAUTEIs.

YpasineHue JOKyMEHTalueH.

OpraHuzanys T0KyMeHT0000poTa.

Opranu3zanst KOHTPOJIS UCIIOJHEHUsI JOKyMEHTOB.
Opranu3zanyst XxpaHeHHs JOKyMEHTOB.

pwd PR

5.1.3 Tunosble 3a1anus (oneHo4YHoe cpeacTBO - CobeceoBanme) A1 OLEHKH
copmupoBannocTu komnerenuuu INK-9

Tema 6. JlokyMeHTHPOBaHHE MOBCEIHEBHOI eI TeJILHOCTH.

O06mre TpeOOoBaHUS K MOJATOTOBKE MTPOEKTOB TOKYMEHTOB.

IToAroToBKa MPOEKTOB TPUKA30B.

IMoaroToBKa NPOEKTOB MHCEM.

IMozxroroBKa NpOEKTOB AOKIAJOB 0 KafpaM.

OC0OEHHOCTH MOATOTOBKY JOKYMEHTOB ISl IIPEIOCTABICHUS OTITyCKa.

OCoOeHHOCTH MOATOTOBKY JOKYMEHTOB ISl HAIIPABJICHNS! B KOMaHIUPOBKY.
OCo0eHHOCTH MOATOTOBKY JOKYMEHTOB ISl IPUMEHEHHSI IIOOIPEHHS] MM HaKa3aHHs.
IToAroToBKa MPOEKTOB HOPMATUBHBIX AKTOB, JOKYMEHTOB BHYTPEHHEH TOKYMCHTALMH.

NGO A~WNE

Tema 7. be3nokymMeHTHasi KOMMYHHKALUS.

1. TloBcenHeBHOE nen0BOE OOIICHHUE.

2. Oco0EHHOCTH TMOBCEHEBHOTO OOIICHHUS TI0 Telne(OHY.

3. OcoGEeHHOCTH MOBCETHEBHOTO OOLICHHUSI MO IICKTPOHHOM HouTe.

4. Bepnenue pabounx 3amuceil B MPOIeCCe MOBCEIHEBHOM NEATEIEHOCTH.

Kpurepun onenuBanus (onenouHoe cpeacrso - CodecenoBanue)

Onenka Kpurepun onenuBanus

OOGyuaromuiics MOHMMAaeT CyTh PaCCMaTPHBAEMOT0O BOIIPOCA, MOXKET BBICKA3aTh CY)K/ICHHUE 10 Bompocy. Bianeer
3a4TEHO TEOPETHYECKHM MaTepHajIoM He HIke 6a30BOT0 ypOBHS, OTBEUAET Ha JOIIOJIHUTEIbHBIE BOIIPOCH IPENoAaBaTels, He
JIOITyCKasi TpyOBIX U CYIIECTBEHHBIX OLIHOOK.

OOyuaroIuics 0TKa3bIBACTCSL OT OTBETA Ha BOIPOCHL, TMO0 IEMOHCTPHUPYET C1a0yk0 MOATOTOBKY 110 TEOPETHYECKOMY
HE 3a4TeHO  MaTepuaiy. Biageer TeopermdeckiM MaTepranoM Ha HU3KOM ypoBHE. He oTBewaeT Ha TOMOIHUTENBHEIE BOIIPOCHI THO0
NP OTBETE JIOMYCKAeT IPyOble U CYNIECTBEHHBIE OIIHOKH.

5.2. Onucanune MWIKaJ OLeHUBAHUS Pe3yJIbTATOB 00yUYeHHUSs MO THCIHUIIJIMHE MPU MPOMEXKYTOYHOI
arTecTaunu

HIkana oueHnBanusi cCOPMMPOBAHHOCTH KOMIIETEHIIUI



YpoBen
b
chopmn HEY0BJIETBOP | YAOBJIETBO 04YeHb
NJ10X0 X0pouIo OTJIHYHO MPEeBOCXOTHO
POBaHH HUTEJILHO puTEeaBHO X0po1o
ocTH
KOMIIEeT
eHIMIt
(MHIUK
aTopa
AOCTHIK He 324YTEeHO 3a4TeHO
eHHs
KOMIIET
eHumii)
YposeHb
OtcyrcTBHE VpoBeHb poset
o . 3HaHUi B
3HAHUI MuHNManbH | 3HAHUI B oOBeMe YposeHb
TEOPETUIECKOTO o obOBeme, ’ 3HaHUH B
VYpoBeHs COOTBETCTBY YposeHb
MartepHana. . JOMYCTHMBl | COOTBETCTBY o0beme, .
3HAHUI HIDKE . OIIeM 3HaHUII B
HeBo3moxHOCT i ypoBEeHb OIEM COOTBETCTB
MHHUMAJIBHBIX . porpaMme o0beme,
3HaHUS | OIEHHUTH MOJHOTY N 3HaHUIL. mporpaMme yIomemM
. TpeOOoBaHMH. MOATOTOBKH IIPEeBHIIAIONIEe
3HaHUI HomymieHo MOATOTOBKH nporpamMme
Nwmenu mecto . Jomymeno M Iporpammy
BCJICJICTBHUE MHOTO . Homymmeno TIOZITOTOBK
rpyOBie OmuOKU HECKOJIBKO MIOJTOTOBKH.
oTKaza HETpyOBbIX HECKOJIBKO u. Omubok
HECYIIECTBE
o0y4aromerocst ot omKooK HErpyObIX HHEIX HeT.
OTBETa ournboK
onnboK
IIponemonc
TPUPOBAHEI
IIponemonc PHp
IIponemoHnc | Bce
IIpogeMoHC | TpupoBaHBbI
TPUPOBaHBI | OCHOBHBIC
TPUPOBaHBI | Bce
BCE YMEHHUS. [IponemoncTp
OCHOBHEIC OCHOBHEIE
OtcyTcTBHE OCHOBHBIE Pemensr HpPOBaHbI BCE
[pu pemennn YMEHHSI. YMEHHSI.
MHHUMAJIbHBIX YMEHHSI. BCE OCHOBHBIE
o CTaHJapTHBIX Pemensr Pemenst Bce
YMEHUH. PereHsl Bce | OCHOBHBIC YMEHUSI.
3amadq He THIIOBBIE OCHOBHBIE
HeBo3moxHOCTB OCHOBHEBIE 3a7a4u C Pemens! Bce
MIPOJEMOHCTPHp | 3aJadH C 3ama4u ¢
OLICHUTH HAINYHUE 3a1a4u. OTZENBHEIM | OCHOBHEIE
Ymenus o OBAaHBI HErpyObIMH | HErpyOBIMH
yYMEHHUI BemonHens! | u 3a1a4n.
OCHOBHBIE OoImMOKaMH. | OUIHOKAMH.
BCJICJICTBHE BCE 33/IaHUSI | HECyIecTB | BrimomHeHsI
ymenus. menu | BeinosineHs! | BeinonHeHb
OTKa3a B TIOJTHOM CHHBIMH BCE 33/1aHU, B
MeCTO Irpy0ObIe BCE BCE 3a/IaHUS
oOyyaromierocst OT o0beMe, HO | HeJoYeTaM | TOJHOM
OIINOKH 3a7aHus, HO | B IIOJIHOM
OTBETa HEKOTOPBIE U, obbeme 6e3
HE B o0beMe, HO
c BBINIOJTHEH HEJJ0UETOB
TIOJTHOM HEKOTOpBIE
HEJ0YeTaMH | Bl BCe
obbeme c
3a7aHus B
HEJ09eTaMH
HIOJTHOM
o0beme
Hmeercs
OtcyrcTBHE IIponemonc IIponemonc
MUHUMAaJIbH [Iponemonc
06a30BBIX Ipu perennn o TPUPOBaHbI TPUPOBAHEI
bl HabOp TPHUPOBAHBI IMponemoncTp
HaBBIKOB. CTaHIAPTHBIX 6a3oBble HaBBIKH
HaBBIKOB 6azoBble HUpOBaH
HeBo3moxxHOCT 3amaq He HaBBIKH TIPH pu .
Ut HaBBIKH TIPH TBOPYECKUIA
OLIEHNUTH HAIMYUE | TMPOIAEMOHCTPHUP pemreHnn peuieHnn
Hagbiku peuieHus peuieHun MOAXOM K
HaBBIKOB OBaHBI 0a30BbIE CTaH/IapTHBI HEeCTaHAApT
CTaH/IapTHBI CTaH/IapTHBI peLIeHuo
BCJIE/ICTBHE HaBbIKH. VMMenn X 337124 ¢ HBIX 337134
X 337124 C X 3amadq 0e3 HECTaHAAPTHEI
oTKaza MeCTO rpy0Oble HEKOTOPBIM oe3
HEKOTOPBIM OIIMOOK 1 X 3ama4q
00yJaromerocs OT | OMHUOKH " OmKrOOK U
u HEJJ0UeTOB
oTBeTa HEJJ04YeTaMH HEJI04ETOB
HeJ[09eTaMI
IIkana oueHUBAHUSA NIPH MPOMEKYTOYHON aTTECTALMH
Onenka YpoBeHb MOATOTOBKH
MPeBOCXOAHO Bce xoMmeTeH iy (4acTi KOMIIETEHIHH ), Ha (OPMHUpPOBaHHE KOTOPBIX HAMIPABJICHA MUCIUILIMHA,
c(opMHPOBaHBI HA YPOBHE HE HIDKE «IIPEBOCXOJHO», IPOJEMOHCTPUPOBAHEl 3HAHUS, YMEHHUS,
3a4TeHO
BJIQZICHUSA TII0 COOTBETCTBYIOLIMM KOMIIETCHIUAM Ha YPOBHE BBIIIE IPEAYCMOTPEHHOT'O
porpaMmoin




OTJIMYHO Bce xoMnerenuu (vacti KoMIieTeHIuit), Ha popMHpOBaHHE KOTOPHIX HANlpaBJIeHa UCIUILINHA,
copMHPOBaHbI HA YPOBHE HE HUXKE OTIHIHON.

04YeHb XOPOLIO Bce koMrneTeHIMH (YacTH KOMIIETeHIINIT), Ha ()OPMUPOBAHHE KOTOPBIX HAIPABIICHA AUCLMILIMHA,
c(opMHPOBaHEI Ha YPOBHE HE HU)KE «OUCHB XOPOIIO)

XopouIo Bce xommeTeHInY (YacTH KOMITETEHIHNH), Ha (POPMUpPOBaHHE KOTOPHIX HAalpaBiIeHa AUCIUIUINHA,
copMHPOBaHBI HA YPOBHE HE HUXKE «XOPOIIOY.

yaoBjerBopuTeab | Bce koMnereHmy (YacTy KOMITETEHINIT), Ha popMHpOBaHIE KOTOPHIX HAallpaBIICHA JUCIHUILIIHA,
HO copMHpOBaHBl Ha YpPOBHE HE HIKE «yAOBICTBOPUTENBHO», IMpPU 3TOM XOTS OBl OAHA
KOMIETEHIMs c(hOPMUPOBAHA HA YPOBHE «yJOBJIECTBOPHTEIBHOY»

HeynosJjerBopure | XOTs ObI OJJHA KOMIETSHIMS CQOPMUPOBaHA HAa YPOBHE «HEYIOBIETBOPUTEIHHOY.
JILHO

HE 3a4YTCHO

1J10X0 XoTs OB 0J1Ha KOMIIETEHIUS CHOPMHUPOBAHA HA YPOBHE «IIJIOXO»

5.3 TunoBble KOHTPOJIbHBIE 32JaHUSI WJIM HHbIE MATEPHAJIbI, HE0O0X0MMBbIe /I OLEHKH
pe3yJbTAaTOB 00y4eHHs HA MPOMEKYTOYHOM aTTeCTAlNH

5.3.1 Tunossble 3aJaHusl, BBIHOCHMbIe HA IPOMEKYTOYHYIO aTTECTALUIO:

OueHo4yHoe cpeacrTso - Jloknan
3auém

Kpurepun ouenuBanus (Jokiaan - 3auér)

Ounenka Kpurepun onenuBanuns

Bce xoMnereHmy (4acTu KOMIIETEHIHI), HAa (OpMUpPOBaHIE KOTOPHIX HANPaBieHA TUCIUIUINHA, CPOPMUPOBAHBI HA

YTeH
3aqTeHo YPOBHE HE HUXKE «yIOBJICTBOPUTEILHO.

He 3a4TeHO | XOTs Obl OJTHA KOMIICTCHIIN C(bOpMI/IpOBaHa Ha YPOBHE «HEYIOBJIICTBOPUTEIILHOY.

Tunosblie 3aganus (Jokiaaa - 3a4ér) nis ouenku cpopmupoBannocTu komnerenuuu OITK-7
(Cnocoben nmpuMeHsITh UH()OPMAIIMOHHBIE TEXHOJIOTHH U UCTIOIB30BaTh MPABOBBIC 0a3bl TAHHBIX IS
pelieHus 3aaa4 npodeccuoHalbHOM 1eATeTbHOCTH ¢ yUeTOM TpeboBaHu HHPOPMAITMOHHOMN
0€30MMacHOCTH)

13. OcHOBHBIE 3aa4H CEKpETaps B 00JIACTH OPTraHU3AIOHHOTO 00ecTIeueH s IOBCETHEBHOM JEATEIFHOCTH PYKOBOIUTEIIA.
14.OCHOBBI IEPCIEKTUBHOTO TUIAHUPOBAHMS PYKOBOJUTEIIS.

15. MeponpusTusi, CBsI3aHHBIE C HAYAJIOM HOBOTO JIENIONPOU3BOICTBEHHOTO TOIA.
16. OcoOeHHOCTH OpraHU3aIK COBEIAHUH.

17. PaGora cekperapsi IpH MOATOTOBKE COBEIIAHHH.

18. OcobeHHOCTH OpraHH3aIMY TPUEMa TOCETUTENEH.

19. Ilpuem 1O EIOBBIM BOTIPOCAM.

20. TIprem 1O TMYHBIM BOIIPOCAM.

21. YrpaBneHrue TOKYMEHTAIUEH.

22. Opranuzanust J0KyMEHT0000pOTa.

23. Opranu3anyst KOHTPOJIS UCIOJIHEHHS JOKYMEHTOB.

24. Opranu3zanus XpaHeHUs! JOKYMEHTOB./

25. O61wue TpeOOBaHMs K MOATOTOBKE MPOCKTOB IOKYMEHTOB.

Tunoseie 3aganus (Joxaan - 3a4ér) nias ouenku cpopmupoBannocTu komnerenuuu [1K-8
(CrmocobOeH opraHn30BBIBaTH pabOTy MPABOBOTO MOAPA3ACICHUS B paMKaX OOIIEeH cTpaTeruu
pa3BUTHSA)




1. Hcropus pa3BUTHS CEKPETAPCKOM NESTENbHOCTH.

2. 3HaveHHe OPTAaHM3AIMOHHOTO U AEJIONPONU3BOCTBEHHOTO 00ECIIEUeHHS O(HCHBIM IIEPCOHATIOM S TEIILHOCTH PYKOBOAUTEIS B
COBPEMEHHBIX YCJIOBUSX.

Kateropuu oducHoro nepconana.

OnruMasbHbIe CTPYKTYPHI 0UCOB, IPHEMHBIX PYKOBOAUTENEH.

Ponb cexkperapst B CTpyKType JOKyMEHTallMOHHOTO 0OecTIeueHus! yIpaBleHus opranusanueil. BiusHue MaciiraboB u
HalpaBJICHUH 1eATeIbHOCTH (PUPMBI HAa OPraHU3alMOHHOE U HH(POPMALIMOHHOE 00eCTICYeHHE ACSATEIBHOCTH PYKOBOJUTEIIS.
CrpyKTypa 3aKOHOJAaTeIbHON 1 HOPMAaTHBHO-METOANYECKOH 0a3bl 10 JOKYMEHTAIIMOHHOMY O0ECIEUEHHIO YIPABICHUS.
TpynoBoii komekc B paboTe cekpeTapsi pyKOBOIHUTEIIS.

®denepanbHble 3aKOHBI, PETYIHPYIONINE OTAETbHBIC aCIEKTHI JOKYMEHTHPOBAHUS U pabOTHI ¢ JOKyMEHTaMHU.

. HopmaruBHO-MeTOAMYECKUE aKThI 10 IEJIONPOU3BOJCTBY U APXUBHOMY JIEILy.

10. HopMupoBaHue U 0XpaHa Tpy/a CeKpeTapsi.

11. BuyTtpuyupexaeHdeckas perjjaMeHTalis ASITeNbHOCTH B TODKHOCTHOH M 00ydaroniei HHCTPYKIMH CeKpeTapst.

12. O61uee conepxaHue MOBCEIHEBHOMN ACATEIBHOCTH PYKOBOJUTEINS, €€ COCTABIAIONIME U KIIOUEBbIC HAlIPaBIICHHUS.

o s w
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Tunosbie 3axanus (Jokaan - 3a4ér) 175 oueHku chpopmupoBanHocTy komnerenuuu [1K-9
(CriocoGeH mpuHUMATh ONTUMANIBHBIE YITPABICHUYECKUE PEIICHUS )

26. IlonroroBKa MpoOEKTOB NPUKA30B.

27. TlonrotoBKa MpoOeKTOB IHCEM.

28. [TonroroBKa MpoeKTOB TOKJIAT0B MO KaJpaM.

29. Oco0EHHOCTH MOATOTOBKH TOKYMEHTOB JUIS IPEJIOCTABIICHHUS OTITYCKa.

30. OcoGeHHOCTH MOATOTOBKH JOKYMEHTOB IS HAIPABJICHUS B KOMaHANPOBKY.

31. OcoOeHHOCTH TOATOTOBKH JOKYMEHTOB JUISl IPHMEHEHHS MTOOIIPEHUS WM HAKa3aHUSL.
32. IToaroToBKa MPOEKTOB HOPMATHBHBIX aKTOB, JOKYMEHTOB BHYTPEHHEH TOKyMEHTALIUH.
33. TIoBceaHEBHOE JIETI0BOE OOIICHHE.

34. OcoGeHHOCTH MTOBCEHEBHOTO OOLIEHHMS 110 TelIe(OHY.

35. OcoGeHHOCTH MOBCEJHEBHOTO OOIICHHS 110 JJIEKTPOHHOM MOYTE.

36. Benenue pabounx 3amuceii B MpoIiecce MOBCEIHEBHOM NEITEILHOCTH.

6. YueOHO-MeTOAMUYECKOEe M HH(POPMALMOHHOE o0ecnedeHre JUCHUIIMHBI (MOIYJIA)
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JIEJIONPOU3BOJICTBO : yueOHUK U npaktukyM / M. H. Ky3nenos. - 3-e u3n. ; mep. u joir. - Mocksa :
IOpaiiT, 2023. - 461 c. - (Beicmee oopazoBanme). - ISBN 978-5-534-04275-7. - Tekct : 2IeKTpOHHBIH //
OBC "HOpait"., https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=844612&idb=0.

JlononHUTENbHAS IUTEPATYpA:

1. beikoBa T.A.; nox pen.; ['moroa C.A.; KonbkoBa A.}O.; Kykapuna FO.M.; Ckpunko E.A.
JloxymeHTarimoHHOE oOecnieueHue yrpasieHus : YueoHuk. - Mocksa : KnoPyc, 2021. - 266 c. - Pexxum
nocryma: book.ru. - ISBN 978-5-406-08272-0., https://e-

lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=737765&idb=0.

2. Tpynosou konekc Poccniickoit denepanun : HopmaruHble 1okyMeHTHI. - MockBa : OOO "HayuHo-
uznarenbckuii ieHTp MHOPA-M", 2007. - 255 c. - ISBN 978-5-16-003016-6., https://e-
lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=616504&idb=0.

3. llysanoBa H. H. Opranu3zanus u TeXHOJIOTHs JOKYMEHTAIIMOHHOT'0 00eCTIeYeHHs yIIPaBICHUS :
yueOHuk u npaktukym / H. H. IllyBanoBa. - 2-e u3n. ; nep. u jomn. - Mocksa : FOpaiit, 2023. - 265 c. -
(Beicuree oopazoBanme). - ISBN 978-5-534-12358-6. - Tekcr : anexrponnsii // IbC "FOpait"., https://e-
lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=848304&idb=0.



4. KubanoB ApaanboH SIkoBieBUY. YTpaBjieHHE IEPCOHAIIOM OPTaHU3aLUH : Y YeOHHK /
['ocynapctBennsiii yauBepcuteT ynpasienus; SAKPBIT Yaukym-I'VV. - 4. - Mocksa : OOO "Hayuno-
nsznarensckuii neHTp MHOPA-M", 2023. - 695 c. - (Breiciiee o6pa3oBanue: bakanaspuar). - BO -
bakanaspuar. - ISBN 978-5-16-003671-7. - ISBN 978-5-16-100653-5., https://e-
lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=837877&idb=0.

[Iporpammuoe obecnieuenue u MHTEpHET-pECypCHI (B COOTBETCTBUU C COJICPKAHUEM JUCIUTITAHBI):

WuTepHer-noptan Accounanun npohecCHOHAIBHBIX CeKpeTapeii - Www.aps.net.ru.
Odunmaneueiii caiit Koncrurynnonnoro cyma P® - http://www.ksrf.ru/ru/Pages/default.aspx
Odunmansuelii caiit Bepxosuoro cyma P® - http://supcourt.ru/

Odunmaneueiii caiit Hukeropoackoro obiactHoro cyza - http://oblsudnn.ru/

Odunmaneueiii cait [Ipesugenta PO — www.kremlin.ru

Odwunmaneuerii caiit [IpaButensctBa PO — www.government.ru

Odwunmaneuerii cepsep [IpaButenbcTBa MOCKBBI — WWW.MOS.IU

ITonckoBasi cucTeMa HOPMAaTHBHBIX IIPABOBBIX akTOB I'apanT — WWW.garant.ru

[TouckoBasi cucTeMa HOpMAaTUBHBIX IPaBOBbIX akToB KoHcynbranTlLimroc — www.consultant.ru
Cekpertapckoe j1e10 — npodeccrnoHaIbHbBIN KypHAI I cekperapeid. - Www.sekretarskoedelo.ru.
CepBep OpraHoB rocyaapcTBeHHOM Biactu PO — www.gov.ru
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7. MaTrepuajibHO-TeXHUYECKOe o0ecrnedeHne JUCHUIIMHBI (MOAYJIs1)

VYuebHble ayAUTOPUM JJsl NPOBEIEHHUs Y4YeOHBIX 3aHATUH, NPEAYCMOTPEHHBIX O00pa30BaTEIbHOMN
IPOrpaMMOi, OCHAIIEHbl MYJIBTUMEIUINHBIM 000pYyJOBaHHEM (IIPOEKTOP, IKpaH), TEXHUUECKUMU
cpeAcTBaMU 00ydeHUs, KOMIbIOTEpaMHM, CIIEHUAM3UPOBAaHHBIM 00opynoBaHueM: [l mpoBeneHus
JEKIMOHHBIX M CEMUHAPCKUX 3aHSTUN MO TUCIUIUIMHE HUCIIOJIb3YIOTCS CIELHUAIbHO 000pyI0BaHHbIE
JEKIMOHHBIE ayIUTOPUM, OCHAIEHHbIE KOMIIbIOTEpoM, mpoekTopoM uian JKK-teneBuzopom,
aKyCTUYECKOH cucTeMON M MHKpO(QOHOM (TIpy HEOOXOAMMOCTH), a TaKxke AocKoi. [Ipu mpoBenenun
JTUCTAHIIMOHHBIX JIEKIMH Ha KOMIBIOTEPE JODKHO OBITh YCTAHOBJIEHO NPOrpaMMHOE oOecrieueHue,
MO3BOJIAIOIIEE OCYILIECTBIISATh BUJICOKOH(EPEHIICBSA3b.
Jlis mpoBefieHUsl IPaKTUUECKUX 3aHSATUH HCHOJb3YIOTCS CHEIHAIbHO 000py/lOBaHHbIE ayAUTOPHHU C
KOMIIBIOTEpPaMH, Ha KOTOPBIX YCTAHOBJIEHBI CITPABOYHO-TIPaBOBbIE cCcTeMBI «I'apaHT» u «KoHCynbTaHT
[Tmroc».

Jna Bemonnenust 3aganuil g CPC cryneHTam ofecriedeH AOCTYI B MHTEPHET, a Takke JOCTYI K
pecypcam OUOINOTEKH.

[Tomemienust g caMoCTOSATENbHON PabOTHl O0YYAIOUIMXCS OCHAIIEHbl KOMIBIOTEPHON TEXHUKOH C
BO3MOXHOCTBIO MOAKIIOYeHH K ceTh "HMHTepHer" u oOecreueHbl JOCTYNIOM B 3JEKTPOHHYIO
MH(OPMaLMOHHO-00pa30BaTENbHYIO CpENYy.

[Tporpamma coctaBneHa B coorBercTBUM ¢ TpeboBanusMu OC HHI'Y no nampasnenuto 40.04.01 -
IOpucnpynentusi.

ABTop(b1): MapTeiHOB Aniekceit BnaaiuMupoBuy, TOKTOp IOPUANYECKHX HAyK, podeccop.
3aBenyroumii kadeapoit: MapTeiHOB Anekceil BnaauMupoBuy, JOKTOp IOPUIMYECKUX HAYK.

[Iporpamma ontoOpeHa Ha 3aceganuu Metoandeckoit komuccuu ot 10.03.2023, nmporoxomn Ne 7.



