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Pa6ouasi nporpaMma AMCLMIUITAHBI
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YpoBeHb BhICIIero 06pa3oBaHus
Maructparypa
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[TpaBoBOe peryivMpoBaHue MyOJIMYHOTO YIIPaBIeHUs B YCIOBUSX LIM(GPOBOTo 00IIiecTBa

dopma oOyueHUs
OuYHasi, 3a04Hast

r. Hwknauit Hoeropog,

2023 roj Hauana mOATrOTOBKHU



1. Mecto pucyuninHsbl B cTpyktype OITIOII

HOucturmza T/1.02 Opranu3zanyoHHO-MHGOPMALMOHHOE obecriedeHue JesaTeTbHOCTA PyKOBOJUTETIS
siBsieTcsi (haky/IbTaTUBOM B 00pa3oBaTelbHOM MpOrpaMMe.

2. IInanupyembie pe3y/ibTaThl O0yYeHHsI MO JAUCIUIUIMHE, COOTHECEHHbI€ C TUIAHUPYEMBIMH
pe3y/ibTaTaMi OCBOeHUsI 00pa3oBaTe/bHON MpPorpaMmbl (KOMIETeHHMAMH M HWH/UKATOPaMH
AOCTYDKeHHsI KOMITeTeHI[Ui)

mexHos02uU U
ucnonb308amb
npaeoeble 6asbl
OaHHbIX 01151 pewleHust
3a0au
npogeccuoHanbHou
desimenbHOCMU C
yuemom mpe6o8aHuli
uH¢opmayuoHHoli
6e3onacHocmu

3aKoHoOamenbcmee U
npagonpumeHumenbHol
npaxkmuxe

OIIK-7.2: Ucnonbzyem
CnpagoyHble cucmembl 045
cocmasneHus no0bopKu
npaeoebIx aKmoe,
OMHOCAWUXCS K
axanusupyemol cumyayuu
OIIK-7.3: Ocywjecmensem
UHpOPMAYUOHHbIE
mexHosno02uu cbopa, xpaHeHus,
noucka u obpabomku
uHpopmayuu 8 ropuduueckoil
desimeabHOCMU

OIIK-7.4: Ucnonb3yem
coepemeHHble MexXHoA02UU U
OmKpbimble pecypchbl 045
npogepku OelicmeumenbHocmu
npagoebix 00KYyMeHMos
OIIK-7.5: 3uaem npasuna
3aujumbl KOHGPUOeHYUAAbHOU
uHpopmayuu

cucmem
Ymemb: ocywecmensimb
6bIcmpbili NOUCK HEOOXOOUMbIX
npaeoebIx aKmoe ¢ Yenbio
YCMAHoBNeHUs! U3MeHeHUl 8
3aKoHoOamesnbcmee U
npasonpumeHumenbHou
npaxkmuxe

Bnademb: Hasbikamu
UCNOAB30BAHUS PAZNUUHBIX
UHCMpYMeHMo8
UHPOPMAYUOHHO-CNPABOUHBIX
cucmem 0415 NOUCKA U3MeHeHUll 8
3aKoHodamesnbcmae u
npasonpumeHumenbHol

npaxkmuxe

OIIK-7.2:

3Hamb: uHmepdetic paznuuHbix
UHPOPMAYUOHHO-CNPABOUHBIX
cucmem

Ymemb: ocyujecmensimb
6bIcmpbili NOUCK HEOOXOOUMbIX
npaeosbIx aKkmoes, OMHOCAWUXCS
K aHanuzupyemoll cumyayuu
Bnadems: Hasbikamu
UCNOAb30BAHUS PA3NUUHBIX
UHCMpYMeHMo8
UHGOPMAYUOHHO-CNPABOUHDIX
cucmem, no38oAAIOUUX
ocywecmeumb n006OPKy

HeobX00UMbIX NPAB0BbIX AKIMOs

dopmupyemsbie IlnaHupyeMbie pe3yabTaThl 00yUeHHs M0 AUCHUILUIMHe | HanMeHOBaHHe OLeHOYHOTO CPe/ICTBA

KOMIIeTeHL{UH (Mofgyn0), B  COOTBETCTBMM C€  HHAUKATOPOM

(xof, comep)kaHue | JOCTH)KeHHS KOMIIeTeHIIMH

KOMTIETEHIIVN) Nupukarop poctwkeHusi | PesyabTarsl 00yueHust Jns Tekymiero | /ins
KOMIIeTeHL{UMN o AUCLUIIUHE KOHTPOJIA IPOMEXXyTOUHOH
(xon, coZiepkaHue ycreBaemMoCTH aTrTecTranuu
VHAWKATOpa)

OIIK-7: CnocobeH OIIK-7.1: Ucnoabzyem OIIK-7.1: CobecedosaHue

npumeHsmb CNpagouHble cucmembl 05 3Hamb: uHmepdelic pasauuHbIX 3quém:

urchopmayuoHHble NoucKa usmeHeHuil 8 UH(POPMAYUOHHO-CNPABOUHDIX Jloknad




OIIK-7.3:

3Hamb: COBOKYNHOCMb Memooos
U NPO2PAMMHO-MeXHUYECKUX
cpedcms, N0360AAIOUUX
ocyujecmensmb c60p, XpaHeHue,
nouck u obpabomky
uHpopmayuu e ropuduyeckotl
dessmenbHOCMU

Ymemb: noayuams opuouuecku
3HAUUMYH UHOpMayuro u3
DA3NUYHBIX UCMOYHUKOB
Bnademb: Haebikamu cbopa,
XpaHeHusi, noucka u obpabomku
uHpopmayuu 8 ropuduueckoil
dessmeabHOCMU C
UCNONb308aHUEM

uH(popmayuoHHbIX mexHono2ull

OIIK-7.4:

3Hamb: 31ekmpoHHble adpeca
pazMewjeHust UCMOYHUKO8
opuyuanbHo20 onybaUKO8aAHUs
npaeoebix aKkmog

Ymemb: ocyujecmensimb
6bIcMpbili NOUCK HEOOXOOUMbIX
npaeosbIx aKmog ¢ Yebio
npoeepKu ux
delicmeumenbHocmu

Bnademb: cospemeHHbIMU
Memooamu u npo2pammHo-
mexHUYecKumu cpedcmeamu 01s
npogepku OelicmeumenbHocmu

npagoebix 00OKyMeHMos

OIIK-7.5:

3Hamb: nepeueHb U codepicaHue
HOPMAMUBHO-NPABOBbIX AKMOB,
pe21aMeHmupyowux npaguia
3aujumbl KOHGPUOEHYUAAbHOU
uHpopmayuu

Ymemb: npuHUMamsb Mepbl nNo
oxpaHe KoH@uOeHYuaabHoll
uHpopmayuu

Bnademb: Hasbikamu
npumeHeHusl cpedcms u
Memo0ooe 3aujumbl
KoH¢pudeHyuanbHoll
UHgopmayuu, He

npomugopeuawjux

TIK-8: Cnocoben
0p2aHU308bI8aAMb

IIK-8.1: Pa3pabambigaem
00/11CHOCMHble UHCMPYKYUU,

IIK-8.1:

3Hamb: codepircaHusi

CobecedosaHue




pabomy npagogozo
noopa3zodeneHust 8
pamkax obweil
cmpameauu
pazeumusi

K/louesble nokazamenu
a¢ppexkmusHocmu pabomHukos
noopasoeneHust

TIK-8.2: Pazpabambigaem
meKyujue u nepcnekmugHbie
naaxbt pabombl
noopasoeneHus u
ocyujecmensimb KOHMPO/b 3d
UX 8bINONHEeHUeM

TIK-8.3: Ocywecmensiem
g3aumodelicmague ¢ opyaumu
noopasoeneHusiMuU C Yeabio
onpedesieHusi 3a0au
noopaszodesnieHust N0 Npaso8omy
obecneueHuio

T1K-8.4: OpeaHuszoebieaem u
KOHmpoaupyem
OesimenbHOCMb NOOYUHEHHbIX
pabomHukos

IIK-8.5: IInavupyem u
opaaHuzyem obyueHue
NOOUUHeHHbIX pabOMHUKO8

00/121CHOCMHbIX 06513aHHOCMell
pabomHukos, cucmemy
mpeb6oeaHuli npu paspabomke
00/1HCHOCMHbIX UHCMPYKYUL U
K/louesblx nokazamesetll
a¢pppexmusHocmu pabomHukos
noopasoeneHus

Ymemb: ¢popmynupogamb
codepoicaHue 00NHCHOCMHBIX
UHCMpYKYuUll, npeonoxceHus u
pexkomendayuu no paspabomke
K/I0Uesblx nokazamesell
appexkmueHocmu pabomHukos
noopa3zoeneHust

Baademb: cnocobHocmbio
paspabambieamb O0AHCHOCMHbIE
UHCMPYKYUU U K/aoUegble
nokasamenu 3¢ggexkmueHocmu
pabomHukoe noopazoeneHus

IIK-8.2:

3Hamb: 0CHOBHble Memookbl,
npuembl, cpeocmed u MemoouKy
pazpabomku mekywux u
nepcneKmueHbIX N1IaHO8 pabomal
noopasodeneHust

Ymemb: cocmaensampb mekywutl
U nepcnekmueHbilli n1aH pabomnlt
U Npo8ooUMb OYEHKY €20
8bINO/HEHUS]

Bnademb: Hasbikamu
pazpabomku mekywjux u
nepcneKmMueHbIX N1AHO8

pabombi

ITK-8.3:

3Hamb: cucmembl
83aumoOeticmeusi
noopasoeneHusIMuU C Yeabto
onpedenieHusl 3a0au no
npagosomy obecneueHuro
Ymems: ¢popmynupogamb
060CHOBAHHbIE NPeda0HCeHUs NO
ocyuwjecmeneHuio
83aumodelicmagusi ¢ Opyaumu
noopasoeneHusmu

Bnademb: cnocobHOCMbIO
¢opmynuposamb npednoxHceHuo
U pekomMeHOayuu no
ocyujecmeneHuio
g3aumodelicmgusi ¢ Opyaumu
noopa3zoeneHusMu

3auém:
Joknad




TIK-8.4:

3Hamb: cnocobbl u cpedcmea
op2aHu3ayuu u KOHMpons
desimeabHOCMU NOOYUHEHHbIX
pabomHukos, cnocobbl u
MemoObl NpuHAMUsl
ONMUMA/IbHbIX YNPABAeHUeCKUX
peueHuli no desimeabHOCMU
NOQUUHEHHbIX pabOMHUKO8
Ymemb: opeaHu306b16amb,
ynpaensimb, OYyeHu8amsn u
KOHMpOAUpo8amb
0esime/bHOCMb NOOYUHEHHbIX
pabomHukoe

Bnademb: Hagblkamu
Op2aHu3ayuu, ynpasneHus u
KoHmposs 3a pabomoti
NOOYUHEHHbIX pabOMHUKO8

IIK-8.5:

3Hamb: OCHOBHble Memookbl,
npuembl U cpedcmea
NIAHUPOBAHUSI U Op2aHU3ayuul
06yueHUs NOOYUHEHHbIX
pabomHuKos, cucmembl
mpeboeaHuli K opeaHusayuu
06yueHusl NOOUUHEHHbIX
pabomHukos

Ymemb: cocmaensmp naaH
opeaHu3ayuu odyueHus
NoOUUHeHHbIX paboMHUKO8,
nomozams 061ademb HA8bIKAMU
npuMeHeHUsl NOAYYeHHbIX 3HaHULI
pabomHukamu Ha Npaxkmuke
Bnademb: mpaduyuoHHbIMU U
UHHOBAYUOHHbIMU
mexHo02uAMU 0OYUeHUs
noOUUHeHHbIX pabomHUKO8 0151
IIQHUPOBAHUSL U OP2aHU3AYUU UX
obyueHus

IIK-9: Cnocoben
npuHUMams
onmuManbHble
ynpaeneHueckue
peweHus

TIK-9.1: 3Haem memoobl
ynpas/neHust npoeKmamu
IIK-9.2: Ocywecmensiem
n0020MoBKy U npuHAmus
ynpasneHueckux pewieHuti ¢
yuemom ux coomeemcmaust
mpeb08aHUAM CAOHCUBLIUXCS
ycaosuli ynpaeneHus
ITIK-9.3: Bradeem Hagbikamu
oyeHKu 3¢hpekmusHocmu
NpUHUMaemblIx

ynpaeneHuecKux peweHutl

IT1IK-9.1:

3Hamb: 3Manbl HCU3HEHHO20
YUK/1a npoekma; smansl
pazpabomku u peanuzayuu
npoekma; mMemoodb! pa3pabomxu
u ynpaeneHus npoekmamu
Ymemb: paspabambieamb
npoekm ¢ yuemom aHaau3a
anbmepHamueHbIX 8apUAHMO8
€20 peanusayuu, onpedeasimb
yesneable 3Manbl, OCHOBHbIE

HanpaeneHus pabom;

CobecedosaHue

3auém:
Zloknad




TIK-9.4: Pazpabambigaem
cucmemy npedomepawjeHust

ropuouyecKux puckos

06BsCHUMD Yeau u
copmyauposamsp 3adauul,
€8s3aHHbIe € N0O20MOBKOL U
peanusayueil npoekma,
YNpaensimb NPOeKMoM Ha 8cex
aManax e2o HCU3HeHHO20 YUKAd
Bnademb: memoduxkamu
paspabomku u ynpaeneHust
NpoeKmom; Memooamu OYeHKU
a¢ppexmusHocmu npoekma

IK-9.2:

3Hamb: cucmemy mpebosaHuii K
OpeaHu3ayuu ynpaeneHuecKoll
OesimenbHOCMU, N0O20MOBKe U
NPUHAMUIO ynpaeneHuecKux
pewleHull; cucmemy oyeHKU
ynpagneHueckux pewieHuti ¢
yuemom ux coomeemcmeust
mpefoBaHUSIM CAONCUBWUUXCS
ycnosuil ynpasneHus

Ymemb: nodzomaenueams u
NpUHUMAMb ONMUMA/bHbIE
YynpaeneHueckue peweHusl;
npoeooumb aHanu3
appexmusHocmu npuHUMaembIx
YynpaeneHuecKux peweHutl
Bnademb: Hasblikamu
no020moeKuU U npuHAMus
ynpaeneHuecKux peweHuti ¢
Yyuemom ux coomeemcmaust
mpeb08aHUAM CAOHCUBLIUXCS
ycaoguil ynpagneHust; HaeblKamu
oyeHKu 3cpgpekmusHocmu
NPUHUMAeMbIX ynpasaeHuecKux
peweHuli HenocpeOCmMe8eHHO Ha

npaxkmuxe

IK-9.3:

3Hamb: 8udbl ynpasneHuecKux
peweHuli u Memoobl ux
NpuHsMusl; Memoobl OYeHKU
NPUHAMbIX ynpasneHuecKux
pewieHuli

Ymemb: oyeHusamp ycao8us u
nocneo0cmeus NpUHUMAemblx
0p2aHU3AYUOHHO-
ynpasneHueckux peweHuil
Bnademb: memodamu
peanuzayuu

OCHOBHbIX YNpaeneHUecKux
¢yHKyull; Memodamu OyeHKU

adpekmugHOCMU NPUHUMAEMBbIX




ynpaes/neHuecKux peweHuli

ITIK-9.4:

3Hamb: OCHOBHble Memoobl
peuwleHusi CmaHOapmHblx 3a0ay
npedomepatyeHus 1opuouyecKux
pUcKos

Ymemb: paspabambieamb HOBble
MemoObl pelieHuUsl OYeHUBAaHUs U
npedomepaiyeHus 1opuouyecKUx
puckoe

Bnademb: memooamu
pazpabomku HOBblx Memooos
peweHuss HeCmaHOapMHbIX
3a0au, OYyeHUBaHus u
npedomepaiyeHus 1puouUecKUx
puckKos

3. CTpyKTypa U cojepKaHHe AUCLUILIUHbI

3.1 TpyAoeMKOCTb AMCLUTITUHBI

Oo4YHas 3a04Has
O01IasA TPY/0EMKOCTD, 3.e. 1 1
Yacos 1o yue0HOMY IJIaHY 36 36
B TOM YHCJIe
ayUTOpPHbIE 3aHATHSA (KOHTaKTHas padoTa):
- 3aHATHUSA JeKI{MOHHOI'0 THIIA
- 3aHATHSA CEMHUHAPCKOro THINA (MpaKTHYecKue 3aHATHS / 1adopaTopHbie 4
padoThI)
- KCP 1 1
caMocTosTe/bHasA padoTa 29 25
IIpomexyTouyHas arrecTanysa 0 4
3a4éT 3a4éT

3.2. CozepxaHWe JUCLUIIIVHbI

(cmpykmypupogaHHoe no memam (pazoenam) ¢ yKazaHuem omee0eHHO20 Ha HUX Koauuecmed
axkademuuecKux udacos U 8uobl yuebHbIXx 3aHamuil)

HaumeHoBaHue 1 KpaTKoe Ccozep>KaHWe pa3/ie/iIoB U TeM

JIVCLIUTUTVHEI

Bcero (uackr)

B TOM UHucC/e

KoHTakTHas pabora (paboTa Bo B3aMOZeHCTBUI
C MpernoziaBaresieM), Yachl U3 HUAX

3ansTus CamocrosiTe/ibHast
CeMHHapCKOT0 pabota
3aHAaTUs TUIA obyuatorerocs,
JIEKIIMOHHOrO | (IpaKTHuecKue Bcero Yachl
THIa 3aHsTHs/mabopar
OpHble paboTsl),
Yacel
IR I T S T T T A




o o o o o
Tema 1. [TpodeccroHanbHBIN CTaTyC ceKpeTapsi pyKOBOAUTETIS. 5 3 1 0 0 1 1 1
Tema 2. [IpaBoBbIe OCHOBBI /IeSITeNIBHOCTH CeKpeTapsi
OpraHU3aLMOHHOTO U JOKYMEHTAL[IOHHOTO 06ecrieueHust 5 4 1 0 0 1 1 1 4 3
JlesiTe/IbHOCTU PYKOBOJUTeJIS.
T 3.0 7

eMa praHu3aliysi oBCeJHEBHOM /lesITe/IbHOCTU 45 45 0 0 05 05 05 | 05 4 4
PYKOBOAUTE/IS.
Tema 4. OcobeHHOCTH OpraHU3alliM [1e/I0BBIX MEPOTIPHUATHIL C 5 5 0 0 1 1 1 1 4 4
yuyacTheM pyKOBOJMTeIsI.
T .n

ema 5. lHbopMalrioHHOe obecrieueHye fiesiTelTbHOCTH 5 5 0 0 1 1 1 1 4 4
PYKOBOAWTEIS.
Tema 6. [lTokymMeHTHpPOBaHHe TIOBCEJHEBHOM [IeSITeTbHOCTH. 5 5 0 0 1 1 1 1 4 4
Tema 7. be30KyMeHTHast KOMMYHUKaLUS. 55 | 45 0 0 0.5 0.5 0.5 | 05 5 4
ArTrecrarust 0 4
KCP 1 1 1 1
Wtoro 36 36 2 ‘ 0 ‘ 4 ‘ 6 7 7 29 25

4. YueOHO-MeToANYEeCKOe o0ecrieyeHHe CaMOCTOSITe/TbHOW PadoThI 00yJarouXCs

[Tpotiecc o6yueHus 1O AUCLUT/IHE CTPOUTCS C UCTI0/Ib30BaHUEM aKTUBHBIX METOZIOB: COUeTaHUe
ayJUTOPHBIX 3aHATUN U CaMOCTOSATeTbHOUM paboTbl. OOydyeHre MOXKeT OCYIeCTB/ISTHCS C
rcrosib3oBanreM C/I0 MOODLE, rae pa3mMelijeHbl BCe He0OX0UMbIe MaTeprasbl KaK s
obecrieueHUst ayIUTOPHOM, TaK M CAMOCTOSITe/IbHOM pabOThI.
AyauTOpHBIe 3aHATHUS BK/IIOUAIOT B Ce0st JIeKL[UU, KOTOPbIe MOTYT MPOBOJUTHCS KaK HeMoCpeJCTBEHHO B
ay/JUTOPUHU C TIperno/jaBaTesieM, Tak U MOCPeJCTBOM BU/I€OKOH(EPEHLICBS3H.
[17151 IOJTHOTO YCBOEHUs Kypca Heo0X0/IMMO CoueTaHHe ayAUTOPHBIX 3aHATHI U CAaMOCTOSITe/IbHOM
paboThI.
AynuTopHbIe JIeKIU TTPOBO/ISITCS HeTIOCPeICTBEHHO Tpero/iaBaTesieM AUCLUIUIMHBI B ayAUTOPUH, JTMO0
TOCpe/ICTBOM KOH(epeHIICBSI3U C UCI0/Ib30BaHUEM TeXHUUeCKUX CPe/ICTB (MHTepeT, «CKauI» U 1Ip.).
[Tpy uTeHUM NeKIMA UCTIONb3YIOTCS 00bACHUTETBHO-UTFOCTPATUBHBIA METO/, C 3/IeMeHTaMU
1po06/IeMHOT0 U3/10’KeHus yueOHoM nHpopMaluy (MOHO/IOTHUECKOH, AUaoruueckon Uin
3BpUcTUYecKoi). CTy/ieHTaM peKOMeH/yeTCsl 3ariChbiBaTb OCHOBHbIE Te3UChI JIeKIUU (BeCTHU KOHCTIEKT
JIEeKI[N), TaK ke peKOMeH/1yeTCsl 3a/laBaTh Mpero/aBaTesit0 BOMPOCHI [0 TeMe JIeKL1H.
OO6yueHue 1O JUCLIMTUIMHE TPE/ITo/araeT TakK ke OCBOeHHe JIEKIIMOHHOTO MaTepuara, pa3paboTaHHOTO
TpernojaBaTe/siMU - aBTopamMu Kypca U pasmeltienHoro B CZ1I0 MOODLE.
Jlek1juu, MOATOTOBR/IEHHbBIE TI0 KaXKJ0M TeMe MOJY/JIsl, SIB/SIFOTCS KPAaTKUM (Te3HMCHBIM) U3/I0’KeHUEeM TeM,
COoZiep’kaT ¥ pacKpbIBAlOT OCHOBHBIE, Hanbo/lee 3HaUMMble BOTIPOCHI MOAYJIsi. VI3yueHue JIeKIvid
SIBIIsIeTCs 00513aTe/TbHBIM, TIOCKO/IBKY B HUX:
- PacKphbIBalOTCSI OCHOBHbIE TIOHATHS, OTIpe/Ie/ISIFOTCS TIPU3HAKY MPABOBBIX KaTerOpUi U UHCTUTYTOB,
- Pa3bsICHSIETCS] CMBIC/I ITPABOBLIX HOPM;
- cofiep>KaTcsl CCbUIKU Ha KOHKPEeTHbIe HOPMaTUBHbIE TIPAaBOBbIe aKThl, UHbIE TIPAaBOBbIE aKThI U
CyZAeOHYIO MPaKTHKY;
- COoZleprKaTcsl CChIIKM Ha UICTOUHUKY JINTepaTypbl, MOCBSLeHHbIe COOTBETCTBYIOIIel TeMe.
[TpakTrueckue 3a/laHKsI MOTYT TIPeAyCMaTPUBATh aHaIu3 Hay4HbIX MpobieM, pa3bop MpaKTUYeCKUX
CUTYaL[Ui, aHanmu3 CyZeOHOM MPaKTHUKY U JIp.




YuebHO-MeTo[UUeCKOe 0becrieueHre CaMOCTOSATEIbHOM PaboThl 00yUaroIuxcs

CPC HampaB/ieHa Ha pelilleHHe CJIeiyIOIIUX 3a/iau B Tiporiecce (OPMUPOBAHUS Y CTYAEHTOB TpeOyeMbIx
KOMIIeTeHILIHA:

- pa3BUTHe U COBepIIIeHCTBOBaHKEe HaBBIKOB MOMCKa U 00paboTKu (aHam3a, 060011eHus,
CHUCTeMaTU3aliK) TIPABOBOM M MHOM MH(OPMAIUH, B T.4. HABLIKOB paO0THI C HOPMaTUBHLIMU
MPaBOBbIMU aKTaMU, aKTaMU TIPaBOTIPUMEHUTETbHOM TTPAKTUKU;

- pa3BUTHe HaBBIKOB PabOThI C OPUANYECKUMU JOKyMeHTaMu (TT0r0TOBKa, ohopMiieHre, aHa/lu3);

- pa3BUTHe HABBIKOB TOJIKOBAHUS IPaKAaHCKO-TIPABOBBIX HOPM, TIPaBOBOM KBaMM(UKAL[UU FOPUANYECKH
3HAYMMBIX 00CTOSITe/TECTB COLIUATbHOM CHUTYalLUH;

- pa3BUTHe U COBEPIIIEHCTBOBAHUE Y CTYAEHTOB CriocobHOCTel popMUPOBaHUsSI COOCTBEHHOM MPaBOBOM
MO3UILIUY, ee apryMeHTAl[U! U 3allUThI.

CamocTosTenbHasi paboTa CTyjeHTa TpeArosiaraeT u3yueHre HOPMaTUBHBIX aKTOB U JINTEPATYPHI,
BBITIO/THEHHE 3a/]aHUI T10 KyPCYy U TeCTOB, TIOJTOTOBKY K ayZIUTOPHBIM CEMUHAPCKUM U MPAKTHUECKUM
3aHSITUSIM, BBITIOJIHEHHME KyPCOBOM pabOThI, MOATOTOBKA K MPOMEXXYTOUHOM aTTeCTal[|uH T10
TUCLATITHHE.

[TpomexxyTouHasi aTTecTaLus 1o AuCLUIMHe «OpraHu3aloHHO-MH(OPMAaLIMOHHOe obecrieueHue
JlesITeTbHOCTH PYKOBOJIMTEJIsi» TIPOBOAUTCS B hopMe 3aueta. K 3adeTy mo yueOHOM AUCLUITIMHE T10
Tpe/iCTaB/IeHUIO Mpero/iaBareris, Belyllero ayJUTOpHble 3aHATHS, U PeLleHHI0, IPUHATOMY Ha
3aceaHnu Kadeapel, He [OMyCKAKOTCS 00yJaroLecs:

1) npontyctuBire 6osiee 50% MpakTUYECKUX U CEMUHAPCKUX 3aHSITHH;

2) He TIPOIIIEAIIIME WK BLIO/THUBIIKE Hey/10B/IeTBOPUTETEHO KOHTPOJIbHBIE 3a/jaHus 110 4 u Gosiee
TeMaM Kypca (pelleHre CUTYalMOHHBIX 3a/lay, IPOXO0KJeHNe TeCTUPOBaHKsl, aHa/Iu3 NCTOPUYECKUX
HWCTOYHUKOB).

3ayeT MPOBOAUTCS B YCTHOM (popMe IO yTBEepP>KJEHHBIM 3aBe[yIOLUM Kadepoii Ouneram.
OO6si3aTelbHOM SIB/ISIETCS TIOATOTOBKA CTYAEHTOM Pa3BEPHYTOr0 OTBeTa 110 CYIIeCTBY BOIIPOCOB
5K3aMeHallMOHHOro OureTa, Ha UTO OTBOJUTCS He MeHee 45 MUHYT. Ha 3aueTe He /lorycKaeTcsi Hauuue
y 00yUarolmxcsi MOCTOPOHHUX NIPeIMETOB, B TOM UKC/Ie TEXHUUYECKHUX YCTPOUCTB (MOOUIBHBIX
Tesile()OHOB U TIP.), TI0/Ib30BaHKe KOTOPbIMUA MOXKET 3aTPYAHUTb MO0 C/iesiaTh HEBO3MOXKHOU
00BEKTHBHYIO OLIEHKY pe3y/IbTaToB IIPOMeKyTOYHOM aTTectanuu. OOyyarolyecsi, HapylyBIIie
rpaBU/ia NPOBeZleHNs 3a4eTa, 110 pellleHU0 3K3aMeHaTopa U 3aBe/lyIoIllero COOTBEeTCTBYIOLeN
Kacdezipoit MOTyT OBITh yzaneHbl U3 ayfuTopun. [1py 3TOM B 5K3aMeHal[MIOHHYIO BeZJOMOCTb
yZanéHHOMY C 5K3aMeHa CTY/IeHTy [POCTaB/IsIeTCs OLjeHKa «Hey0BIeTBOpUTe/IbHO». [Ipy poBeieHun
3ayeTa B YCTHOM (hopMe 110 5K3aMeHallOHHBIM Ou/ieTaM OL|eHHBaloTCsl 001ijee TTOHMMaHKe CTY/1eHTOM
cojZiep>KaHusl M CTPYKTYpPhbI BOIIPOCA, MOJIHOTA PaCKPbITUS KaKJ0I0 U3 3/1IeMEHTOB BOMPOCa, CTeIeHb
BJIa/leHus 0a30BOM FOPUAMUECKONW TePMUHOIOTHEeH, ITOHUMaHHe TIPUMEHUMOCTH U 0COOeHHOCTe!
NPaKTUYeCKOI0 UCI0JIb30BaHuUs U3/laraeMbIX TeOPEeTUUeCKUX MOI0KEeHUHU. DK3aMeHaTop /1/Is1 YTOUHEHUs
OLIeHKH BITPaBe 33/|aBaTh JIOTO/THUTE/IbHBIE BOTIPOCHI, Pe[yCMOTPeHHbIe paboueii MporpaMMon.
YpoBeHb 3HaHW, 00YUYAIOIINXCS OTpe/ieNsIeTCs C/IeIyIOLMMH OL[eHKaMU: 3a 3a4eT «3auTeHo», «He
3aUTeHO», 3a 9K3aMeH «IIPEBOCXO/IHO», «OTUYHO», «OUEeHb XOPOLLIO0», «XOPOLLIO»,
«y/IOBJIETBOPUTE/THHO» U «HEY/IOBJIETBOPUTETBHOY.

5. @oH/| OLIEHOYHBIX CPEJCTB //Ii TEeKYyI[ero KOHTPOJISI yCIIeBaeMOCTH U TNPOMEeXYTOUYHOMI
aTTecTalyy Mo JUCIUIUIHHE (MO/Y/II0)



5.1 TunoBblie 3a/ildaHUA, HEOGXOJII/IMBIE AJIA OL€HKH pe3y/IbTaToB Oﬁy‘-IEHI/Iﬂ IIpH NMpoOBeJeHUH
TEKYIIEero KOHTPOJ/IA YCII€BA€MOCTH C YKd3dHUEM KPUTEPHUEB UX OLl¢HUBAHUA:

5.1.1 TunoBsble 3afanus (oneHoUHoe cpeAcTBO - CobecefoBaHUe) /1A OLIEHKH

copmupoBanHocTu KommnereHuu OITK-7

Tema 1. IIpodeccnonanbHbIi CTaTyC CeKpeTapsi pyKOBOAHUTEIs.

. Ucropus pa3BuTHs ceKpeTapckoi AesTerbHOCTH.

3HavyeHHe OpPraHU3aLIOHHOTO U /Ie/I0NIPOM3BO/ICTBEHHOT0 00ecrieueHust OQUCHBIM TIePCOHAIOM
[esITelIbHOCTH PYKOBOJUTESI B COBPEMEHHBIX YCI0BUSIX.

Kareropuu oricHoro nepcosasna.

OnrtumainbHBIe CTPYKTYPbI OQHCOB, TIPUEMHBIX PYKOBOJUTE M.

. Ponb cekpeTapsi B CTPYKTYpe [JOKyMeHTal[MOHHOTO obecrieueHus yrpaB/ieHrs: opraHu3areii. BmvsHue

MaciTaboB U HaHpaB]’IeHI/Iﬁ AedaTe/IbHOCTH Cl)I/IpM]:I Ha OpraHrn3dliMOHHOE 1 I/IHCI)OpMaL[I/IOHHOG
obecrieueHue AedATe/IbHOCTH PYKOBOAUTEJIA.

Tema 2. HpaBOBbIE OCHOBBI A€ATE€/IBHOCTHU CEKPeTaps OPrdHU3dI[MOHHOIr0 U JOKYMEHTAIIMOHHOI'0
obecreyeHus AeATEe/IbHOCTH PYKOBOJUTE/IA.

1.

o

CTpyKTypa 3aKOHOZAaTeIbHOW 1 HOPMaTHBHO-METOJUUECKOU 0a3bl 10 JOKYyMEHTAL[IOHHOMY
obecrieueHuI0 yTpaBJieHus.

Tpy/10BO# KOZIEKC B paboTe ceKpeTapsi pyKOBO/UTETS.

denepanbHble 3aKOHBI, DETYJTUPYIOLIHe OT/e/bHbIe aCTeKThl JOKYMEeHTUPOBaHUs U paboThI C
IOKYMeHTaMH.

HopmaruBHO-MeTojiuecKue akThbl 110 [1eI0TIPOM3BO/ICTBY M apXUBHOMY Jey.
HopmupoBaHnue 1 oxpaHa Tpy/ia ceKpeTapsi.

. BHyTpuyupesxeHuecKas periaMeHTalys JesTebHOCTH B ZIO/DKHOCTHOM U 00yJaroliell MHCTPYKLIUH

cekpeTapsi.

Tema 3. Opranu3anus OBCeAHEBHOH /ieATe/IbHOCTH PYKOBO/JUTEJIsI.

1.

O6111ee copiep>kaHue TIOBCeTHEBHOM JIeSITeTbHOCTH PYKOBOJUTESTSI, ee COCTABJISOIINE U KITHOUeBbie
HaripaBJjIeHUs].

OcHOBHBIe 33Jjauu ceKpeTapsi B 00/1aCTH OpraHW3alMOHHOT0 00ecrieueHUst TIOBCeIHEBHOMN
ZIesiTeTbHOCTH PYKOBOJUTEJIS.

OCHOBBI MePCTIEKTUBHOTO TIJITAHUPOBAHKUS PYKOBOJUTEIS.

MeponpusiTusi, CBsi3aHHbIe C Hauaji0oM HOBOTO /Ie/IONPOM3BOACTBEHHOTO ro/ja.

5.1.2 TunoBble 3a/jaHus (oLeHOYHOEe cpecTBO - CobecefoBaHMe) A/IA OLEHKH

copmupoBanHocTu KomnereHnuu ITK-8

Tema 4. Oco0eHHOCTH OpPraHU3aLUH /IeI0BBIX MEPONPUATHH C y4acTHEM PYKOBO/UTE/Is.

AN S

Oco6eHHOCTH OpraHu3aliiK COBelljaHui.

Pabora cekpeTapsi Ipy TIOATOTOBKE COBEIIlaHUH.
Oco6eHHOCTH OpraHu3aluy NpyeMa roceTuTesel.
IIpuem no fe/10BLIM BOIIPOCAM.

[Ipuem 1o TMYHBIM BOIIPOCAM.

Tema 5. MHdopmanoHHoe odecreueHue JeaTeTbHOCTH PYKOBOUTEJIS.



YripaBieHue JOKyMeHTaLue.
OpraHuzanys J0KyMeHTo000poTa.
OpraHu3aiysi KOHTPOJISI UCTIO/THEHUST IOKYMEeHTOB.

A=

OpraHuzaiys XxpaHeHusi JOKyMeHTOB.

5.1.3 TunoBble 3a/aHus (o1eHOUYHOE cpecTBO - CobeceoBaHNeE) A/IA OLEHKH
chopmupoBaHHocTH KommnereHnuu ITK-9

Tema 6. [loKkyMeHTHPOBaHHe MOBCEAHEBHOH /ieITe/TbHOCTH.

OO61ue TpebOBaHMS K ITOJTOTOBKE TIPOEKTOB JOKYMEHTOB.

[MToAroToBKa MPOEKTOB TIPHUKA30B.

[TogroroBka NMpoOeKTOB IMUCEM.

ITozAroTOBKa MPOEKTOB AOK/I/I0B IO KaJpaM.

Oco6eHHOCTY MOATOTOBKU JOKYMEHTOB [ij1s1 TIpe/JOCTaB/IeHUs OTITyCKa.

Oco6eHHOCTY TMOTOTOBKH JOKYMEHTOB [i/Is1 HallpaB/ieHHs1 B KOMaH/JUPOBKY.
Oco6eHHOCTH TOATOTOBKH JJOKYMEHTOB [i/1s1 IPMMEHEHHsI TIOOLIPEeHUsT WK HaKa3aHUsl.

PN W

[ToaroroBka NpoeKTOB HOPMaTUBHBIX aKTOB, JOKYMEHTOB BHYTPEeHHel JOKyMeHTaL[1U.
Tema 7. be3foKkyMeHTHasA KOMMyHHUKaLH.

1. TloBcesHEeBHOE /IeI0BOE 00IeHNe.

2. OcobeHHOCTH MOBCeIHEBHOTO OOIIIeHHs TI0 TesleoHy.

3. OcobeHHOCTY TIOBCETHEBHOTO OOITIEHUS 110 37IEKTPOHHOM MouUTe.

4. BeneHue pabouux 3amuceli B poLiecce MOBCeIHEBHOM /1eSITeIbHOCTH.

Kputepuu onenuBanus (oneHouHoe cpeacTBo - CobecefoBaHue)

OrneHnka Kpurepuu oLieHrBaHUs

OO6yuaroluiicsi MIOHMMaeT CyTh paCCMaTPHUBAaeMOro BOIIPOCa, MOXKeT BbICKa3aTh Cy)KJeHue I10
3auTeHO BOIMPOCY. ByiazieeT TeopeTHUECKWM MaTepHaioM He HibKe 6a30BOT0O YPOBHS, OTBeUaeT Ha
JOTIOJTHUTEJIbHBIE BOMIPOCKI TIPEro/jaBate/isi, He J0MycKasi TpyObIX U CYIeCTBEHHBIX OLIMOOK.

OOyuaroIuiicsi 0TKa3bIBATCS OT OTBETA HA BOIPOCHI, MO0 1eMOHCTPUPYET C/1abyto MOArOTOBKY
He 10 TeOpPeTUUECKOMY MaTepuany. BiageeTr TeopeTiueCcKMM MaTepUaioM Ha HU3KOM ypoBHe. He
3aUTeHO OTBeYaeT Ha JIOTIOIHUTE/IbHbIE BOTIPOCKI MO0 MPH OTBETE Z0MyCKAeT rpyOble U CyIleCTBEHHbIE
OILLIMOKH.

5.2. OnucaHue MKaJl OIeHNBAaHUA Pe3y/IbTaToB 00y4YeHHs 10 JUCIUIIMHE ITPH TPOMeXyTOUYHOMH
arTecTanuu

IIIkana oueHBaHUA C()OPMUPOBAHHOCTH KOMIIETEeHI[UI

YpoBeH
b

chopmu HEy/I0B/IETBOD | Y/AOBJIETBO 0YeHb
TJ10X0 X0po1I0 OT/IUYHO NPeBOCX0/{HO
POBaHH HUTEe/bHO pUTe/IbHO XOpo1Io
0CTH
KoMIeT
eHIHI
(uHAMK
aropa
JIOCTHIK
eHus!
KOMIIeT

He 3a4TeHO 3a4YTEeHO




2N
) YpoBeHb
OtcyTcTBUE YpoBeHb .
o . 3HaHW B
3HaHUH MuHuManbH | 3HaHUH B obneMe YpoBeHb
TEOpPeTHYECKOr0 0 obbewme, ’ 3HaHWH B
YpoBeHb COOTBETCTBY YpoBeHb
Marepuara. . JIONyCTUMBI | COOTBETCTBY obneme, .
3HaHUI HIDKe o I0IL[EM 3HaHWH B
HeB03MO>XXHOCTb 1 ypoBeHb I0IL[EM COOTBETCTB
MMHHUMa/bHBIX o rporpamme obbeme,
3HaHWS | OL|EHHUTH MOJIHOTY o 3HAHWH. rporpamme ylolem
N TpeboBaHMIA. TIO/ITOTOBKH TIPEBBIILIAOLLE
3HAHUN [JomnyiieHo | MOATOTOBKU rporpamMme
Nwmenu mecto . Jomny1iieHo M IIpOrpammy
BCJIe/ICTBUE MHOT0 . HonyiieHo MO/ITOTOBK
rpyObie OIUOKH HECKOJIbKO TOATOTOBKH.
OTKaza HerpyObIx HECKOJIbKO u. Ommbok
HecyIecTBe
obyuatorjerocsi ot oboK Herpy06bIx HHEIX HeT.
oTBeTa ormuboK
omboK
IIpogemoHc
TPHPOBaHBI
[Ipomemonc PHp
[IpogemoHc | Bce
ITpofieMOHC | TPHUpPOBaHbI
TPUPOBaHbI | OCHOBHbIE
TPUPOBaHbI | BCe
BCe YMEHUSsL. IIpogemoHcTp
OCHOBHBbIE OCHOBHBbIe
OrcyTcTBHE OCHOBHEIE PelieHsI HPOBAHbI BCE
ITpu pereHnH yMeHUsl. YMeHWUsI.
MHHHUMAJTbHBIX YMeHHSI. BCE OCHOBHEbIE
o CTaH/apTHBIX Perenst Peens! Bce
YMEeHHH. PelleHel Bce | OCHOBHbIE YMeHUsI.
3a/jau He THUIIOBbIE OCHOBHBbIe
HeB0O3MOXXHOCTb OCHOBHBIe 3a/jaum C PeliieHb! Bce
TIPOAEMOHCTPHP | 3aJauu C 3a/jauu C
OL|eHUTh Halnuue 3a/jauy. OT/le/IbHBIM | OCHOBHbIE
Ywmenus N OBaHbI HerpyObIMH | HerpyObIMu
yMeHHH BrInosHeHsl | u 3a/lauM.
OCHOBHEBIE ommbKaMu. | oummbkamu.
BCJIEICTBHE BCe 33/]aHUsl | HecyllecTB | BbimosiHeHsb!
yMmeHus. Vimenu | BeinosnHeHsl | BbinosHeHbl
OTKaza B TOJIHOM €HHBIMHU BCe 3aJjaHus, B
MecTo rpy0Obie BCE BCe 3a/]aHUs
obyuarorierocs ot obbeme, HO | HegoueTam | TOJTHOM
omubKu 3a/laHust, HO | B IIOJIHOM
oTBeTa HEeKOTOphle | U, obbeme Ge3
He B obbemMe, HO
c BBITIOJIHEH | HEZI0YeTOB
TIOJTHOM HEKOTOpbIe
HeJjoueTaMH | bl BCe
obnveme d
3a/laHus B
HeJjoueTaMu
TIOJTHOM
obBeme
Nwmeetcsa
OtcyTcTBUE IIpogemoHC IIpogemoHc
MWHHWMaJIbH [Tpomemonc
0a30BbIX ITpu pereHnH . TPHPOBaHBI TPHPOBaHBI
bl HAbOp TPHUPOBaHBI TTpoieMOHCTp
HaBBIKOB. CTaHZapTHBIX 6asoBble HaBBIKH
HaBBIKOB 6asoBble WpOBaH
HeB03MO>XXHOCTb 3a/jay He HaBBIKU NIPU npH .
JUist HaBBbIKU NIPU TBOPUYECKUN
OL|eHHUTh HalMuKe | TPOJEMOHCTPUD peleHrn peleHnH
Hagblku pelLeHyst pelueHnn TOAIXO[, K
HABBIKOB OBaHbI 6a30BbIe CTaHAApPTHBI HecTaHJapT
CTaHJapTHBI CTaHJapTHBI peLLEeHHI0
BCJIEICTBHE HaBbIKU. VIMenu X 337124 C HBIX 3a/1au
X 3a/jau ¢ X 3a7a4 6e3 HeCTaHZapTHBI
OTKaza MecTo rpy0Obie HEKOTOPBbIM Oe3
HEKOTOPBIM oruboK 1 X 33714
obyuatorjerocst OT | OMHOKK u oLIMOOK U
u HeJIoueToB
oTBeTa HeJjoueTaMu HeJloueToB
HeJloueTaMu
IITkasia oLeHUBAHUA MPU MPOMEXYTOYHOMN aTTeCTaluu
OneHka YPpoBeHb MOArOTOBKH
3auTeHo TPEBOCXO/{HO Bce kommereHUMM (4acTM KOMIIeTeHLMH), Ha (OpPMHpDOBaHME KOTOPBIX HarpaB/eHa
MUCLIMIUTMHA, COpPMHPOBaHBI Ha YpPOBHE He HIDKE «IIPEeBOCXOAHO», MPOJEeMOHCTPHUPOBaHbI
3HAHWs, YMEHHUs, BAJileHUs [0 COOTBETCTBYIOLIMM KOMIIETEHLIMSIM Ha YPOBHe BBIIlIe
Tpe/lyCMOTPEHHOT0 TIPOrpaMMoi
OT/INYHO Bce xommnereHUMM (Y4acTM KOMIIeTeHLMH), Ha (OpPMUpOBaHME KOTOPBIX Harpas/eHa
JMCLIMIIIAHA, CHOPMHUPOBaHBI HAa YPOBHE He HIXKE «OT/IUYHO».
OYeHb XOpOLI0 Bce KommereHUMM (4acTM KOMIIeTeHLMH), Ha (OPMHpDOBaHME KOTOPBIX Harpae/eHa
JMCLUIUIMHA, COPMHUPOBaHbI HAa YPOBHE He HHXKe «0UeHb XOPOLLIO»
XOpOILOo Bce xomnereHUMM (Y4acTM KOMIIeTeHLMH), Ha (OpPMUpOBaHME KOTOPBIX Harpas/eHa
[MCLIUIJIMHA, CHOPMHUPOBAHBI HA YPOBHE HE HIDKE «XOPOLLO».
yAOBJeTBOpHUTE/Ib | Bce KommeTeHIMM (YacTH KOMIETeHIMH), Ha (OpPMHMpOBaHHMe KOTOPbIX HarpaB/ieHa
HO [UMCLIUIIMHA, COPMHUPOBAHBI Ha YDOBHE HE HWXKE «Y/OBJIETBOPUTENBHO», TIPU 3TOM XOTs Obl




0JiHa KOMIleTeHL{usi ChOpMHUPOBaHa Ha YPOBHE «YZIOB/IETBOPUTEbHO»

He 3a4TeHO

Hey/oB/eTBopuTe | X0Ts Obl OHa KOMIIeTeHLMsE CHOPMHUPOBaHA Ha YDOBHE «HEY/|OB/IETBOPUTE/IBHOY.
JIBHO

TJIOXO0 XoTs1 6bI 0ZJHA KOMIIETeHLMs1 CHOPMUPOBAHA Ha YPOBHE «ILIOX0»

5.3 TunoBble KOHTPO/IbHBIE 3a/laHUsI WM HHbIE MaTepHa/Ibl, HE00X0/JUMBbIe /ISl OI€HKHU

pe3y/IbTaToB 00yueHNUs Ha MPOME)XYTOUHOM aTTeCcTalui

5.3.1 Tunossle 3ajaHNs, BBIHOCUMBbIE Ha IIPOMEXXYTOYHYI0 aTTeCTalMI0:

OuneHouHoe cpeAcTBO - JloK/1aj

3auém

Kputepumu onjenuBanus (Joknaaa - 3auér)

OneHka Kpurepunu orjeHHBaHUS

Bce KOMIIETEeHIIM (qaCTI/I KOMHETeHL[Hﬁ), Ha CI)OpMI/IpOBaHI/Ie KOTODPBIX HallpaBJ/ieHd AWCLIUIT/IMHA,

3auTeHo

chopMUPOBaHbI Ha YPOBHE He HUXKe «Y0BJIETBOPUTETEHO».
He

Xots ObI 0fHa KOMIIeTeHLYsI CYOPMUDPOBAHA Ha YPOBHE «HEYIOBIETBOPUTEIEHO.
3auTeHo

Tunosble 3aganus (Jok/1aj - 3a4éT) /15 oneHKH copMupoBaHHoCcTH KomneTeHuu OITK-7
(CniocobeH rpyMeHsITh MH(OOPMAaIJMOHHbBIE TEXHOIOTHH M UCTI0/Ib30BaTh MPaBOBbIe 0a3bl JAHHBIX /IS
peleHus 3aJau nMpogecCUoHaTLHOM [IeSITeIbHOCTH C Y4eTOM TpeboBaHM MH()OPMALIMOHHON
0e3011acHOCTH)

13.

OcHOBHBIE 33/]auu ceKpeTaps B 00/1aCTH OPraHU3alMOHHOTO 00ecreueH st TIOBCEIHEBHOM /1esITe/TbHOCTU

PYKOBOZAHUTES.
14.0OcHOBBI N1epCIIeKTUBHOIO [/IAHUPOBAHKS PyKOBOJUTEJIS.

15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

MeponpusTHs, CBA3aHHbIe C Ha4ajl0M HOBOT'O /1e/I0NIPOM3BO/CTBEHHOTO IO/ja.
Oco6eHHOCTH OpraHU3aliy COBEIIaHuH.

Pabora cekpeTapsi py TIOATOTOBKE COBEIL[aHHH.
Ocob6eHHOCTH OpraHU3aLiy MpHUeMa MOCeTUTe TeH.

[Ipuem 1o fesioBBIM BOIIpOCaM.

IIpuem 1o JIMUHBIM BOIIPOCAM.

YnpaBneHue JoKyMeHTaLMel.

Opranu3aryisi J0KyMeHToo0opoTa.

Opranuzaijysi KOHTPOJIS UCIIOJTHEHUS JOKYMEHTOB.
OpraHuzanusi XxpaHeHus JOKYMeHTOB./

OO61ue TpebOBaHMS K MOJTOTOBKE TIPOEKTOB JOKYMEHTOB.



Tunossble 3aganus (Joknag - 3auéT) /s o1jeHKU ¢(POpMUPOBAHHOCTH KoMmeTeHuu [1K-8
(CniocoGeH opraHr30BbIBaTh paboTy MIPaBOBOIO TI0pa3/iesieH st B paMKax 0011eli cTrpateruu
pa3BUTUS)

1. Wcropus pa3BUTHs CeKpeTapcKou JesiTeTbHOCTH.

2. 3HayeHHe OPraHU3aLMOHHOTO U JIeJIONPOU3BO/ICTBEHHOTO obecrieueHus: O(HCHBIM MepCOHAIOM
JlessTe/IbHOCTA PYKOBOJUTEJIS] B COBPEMEHHBIX yC/IOBUSIX.

3. Karteropuu o¢ucHOro rnepcoHana.

4. OnTuMasnbHble CTPYKTYPhl OUCOB, MPUEMHBIX PYKOBOAUTEEH.

5. Ponb cekpeTapsi B CTPYKTYpe JIOKYMEHTAI[MOHHOTO 00ecrieueHus yIIpaB/ieHysl OpraHu3aijiei. BivsHue
MaciiTaboB ¥ HarpaB/IeHUH 1eSITeTbHOCTHA (UPMBI Ha OpPraHU3allMOHHOe U MH(POPMaLMOHHOe
obecrieueHue JieaTebHOCTH PYKOBOUTEIS.

6. CTpyKTypa 3aKOHO/]aTe/TbHOU Y HOPMaTUBHO-METOAUUYECKOU 0a3bl M0 JOKYMEHTAI[HOHHOMY
obecrieueHu0 yTpaBJieHMsI.

7. TpynoBoii KofieKc B paboTe ceKpeTapsi pyKOBOJHTeJIS.

8. degnepasnbHBIe 3aKOHBI, PErYIMPYIOLIHE OTAe/bHbIEe aCIIeKThl JOKYMEeHTUPOBaHUS U paboThl €
[IOKyMEHTaMH.

9. HopMaTuBHO-MeTOAMUYeCKHe aKThl 10 JeJI0NPOU3BOCTBY M apXUBHOMY JieJTy.

10.HopMupoBaHue U 0xpaHa Tpy/la ceKpeTaps.

11.BHyTpUyuUpesKieHUeCKasi perjiaMeHTal|s JIeSTe/IbHOCTH B JO/DKHOCTHOU 1 00yyarolrield MHCTPYKIMU
cekpeTaps.

12.06111e€ Ccofiep>kaHue TOBCEHEBHOM /1eITeTBHOCTH PYKOBO/IUTEJIS, €€ COCTABJISIOIINE U K/TFOUeBbIe
HarnpaB/eHUs.

TunosBble 3aganus (Joknaj - 3auéT) A/is oueHKH chopMUPOBAHHOCTH KommeTeHuu [TK-9
(Cnioco6eH rpyHMMAaTh ONITUMAJTbHBIE yTIpaBIeHYeCKHe PellieHus)

26. IToaroroBka NpoOeKTOB MPHUKA30B.

27. ITogrotoBKa NMpoOEKTOB MUCEM.

28. IlogroTroBKa MpPOEKTOB JOK/IaZ0B M0 KaJpaM.

29. OcobeHHOCTH IOATOTOBKH JJOKYMEHTOB IS TIPEeJOCTaB/IeHUsT OTITyCKa.

30. OcobeHHOCTH TIOJITOTOBKH [JOKYMEHTOB [/l HAllPaBJieH!s] B KOMaH/[UPOBKY.

31. OcobeHHOCTH MOATOTOBKU IOKYMEHTOB [1/isl IPUMEHEeHHUsI TIOOIL[PeHHsT UTH HaKa3aHWsl.
32. [ToAroToBKa MPOEKTOB HOPMaTUBHBIX aKTOB, JOKYMEHTOB BHYTPeHHe JOKYMeHTaluU.
33. TToBceiHEBHOE [IeIOBOE 00IIeHNe.

34. OcobeHHOCTH TIOBCEAHEBHOTO 001[eHNs TI0 TeredoHy.

35. OcobeHHOCTH TIOBCEIHEBHOTO OOIIeHUS TI0 3JIEKTPOHHOM TI0uTe.

36. Begenue pabouux 3aruceii B TipoLjecce MoBCeIHEBHOM /1eSITeTbHOCTH.

6. YueOHO-MeTOANUYECKOE U HH()OPMALIMOHHOE 00ecreueHne JUCIUIUTHHBI (MOAYJIs1)

OcHOBHasi uTeparypa:

1. beikoBa T.A., niog pez., ['noroBa C.A., KonbkoBa A.FO., Kykapuna FO.M., Ckpurnko E.A.
[okymeHTal[MoHHOe obecrieueHue yripaByieHus : Yue6HuK / beikoBa T.A., nox pef., ['moroa C.A.,
KonbkoBa A.1O., Kykapuna FO.M., Ckpuriko E.A. - Mocksa : KHoPyc, 2023. - 266 c. - Pexxum pocryna:
book.ru. - ISBN 978-5-406-10334-0., https://e-lib.unn.ru/MegaPro/UserEntry?
Action=FindDocs&ids=809663&idb=0.

2. Ky3netioB U. H. [lokymeHTaIjMoHHOe 0becIieueHue yripaB/ieHusi. JJoKyMeHTo000poT u
JIeTIOTTPOM3BO/ICTRO : yueOHUK U npakTukyM / 1. H. Ky3He1[oB. - 3-e u3,. ; riep. u Aor. - Mocksa :
FOpaiiT, 2023. - 461 c. - (Beiciiee o6pa3oBanue). - ISBN 978-5-534-04275-7. - TeKCT : 3/1eKTPOHHBIH //



ObC "FOpaut"., https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=844612&idb=0.
JoronHuTenpHas 1Mreparypa:

1. beikoBa T.A.; oz peg.; I'noroBa C.A.; KonbkoBa A.FO.; Kykapuna FO.M.; Ckpurnko E.A.
IokymeHTal[uoHHOe obecrieueHue yripaB/eHus : YuebHUK. - Mocksa : KHoPyc, 2021. - 266 c. - Pexxum
nmocryna: book.ru. - ISBN 978-5-406-08272-0., https://e-lib.unn.ru/MegaPro/UserEntry?
Action=FindDocs&ids=737765&idb=0.

2. TpynoBoi kogekc Poccutickoit @egepariuu : HopMmatrBHbIe oKymMeHTHI. - Mocksa : OOO "HayuHo-
u3parensckuii eHTp 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. lyBanosa H. H. Opranusaiys ¥ TeXHOJOTUsI JOKYMEeHTAL[MOHHOT0 00ecrieueHus yTipaB/ieHus :
yuebHuK u nipaktukym / H. H. IllyBanoga. - 2-e u3f. ; riep. u for. - Mocksa : FOpaiit, 2023. - 265 c. -
(Briciiee obpa3oBanue). - ISBN 978-5-534-12358-6. - TekcT : asekTpoHHbIM // DBC "HOpait"., https://e-
lib.unn.ru/MegaPro/UserEntry?Action=FindDocs&ids=848304&idb=0.

4. KubanoB ApjanboH SIKoBIeBHY. YTIpaB/ieHHe MepCOHAIOM OpraHU3al[iH : YUueOHUK /
IlNocynapctBeHHbIN yHHUBepcuTeT yrnpasieHus; 3SAKPBIT YHukym-I'YY. - 4. - Mocksa : OOO "HayuHo-
u3gatenbckun entp MH®PA-M", 2023. - 695 c. - (Bricitiee obpa3oBanue: bakanaspuar). - BO -
bakanaBpuar. - 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.

[TporpammHoe obecrieueHrie U VIHTepHET-peCcypChl (B COOTBETCTBUU C COJIePXKaHUEM IVCIUTUIMHBI):

VHTepHeT-nopTan Accouuyaiuu npodeccioHaabHbIX ceKpeTapeii - www.aps.net.ru.
Odwurmanbhbiil cait KoHctutyionHoro cyga P® - http://www .ksrf.ru/ru/Pages/default.aspx
OdwunmaneHbiii caiiT BepxoBHoro cyza P® - http://supcourt.ru/

OdwurmanbHbii caiit Hibkeropozckoro obacTHoro cyza - http://oblsudnn.ru/

Odwunmanehbiii caiiT Ipe3ugenta PO — www.kremlin.ru

Odwuimanbhbiii caitT [TpaBuTenbcTBa PO — www.government.ru

Odwumanehbiii cepep [IpaBuTe/ibcTBa MOCKBBI — WWW.MOS.TU

[TouckoBasi cicTeMa HOPMAaTUBHBIX MPaBOBBIX aKTOB ['apaHT — www.garant.ru

[TouckoBasi cicTeMa HOPMaTUBHBIX MPaBOBbIX akTOB KoHcynbTaHuTIImoc — www.consultant.ru
CekpeTtapckoe fiefio — IpogeccroHabHbIN XXypHas [/ cekpetapeid. - www.sekretarskoedelo.ru.
CepBep opraHoB rocyiapCTBeHHOU BjacT P® — www.gov.ru

CooNT kN =
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7. MaTepHa/IbHO-TeXHHYECKOoe o0ecreyeHHe JUCHUIIMHBI (MOY /1)

YueOHble ayIUTOPUM [i/isI TIPOBeZIEHUs yUeOHBbIX 3aHSITHM, TPeJyCMOTPEeHHBIX 00pa30oBaTe/bHON
MPOrpaMMOM, OCHalleHbl MYJbTUMeAUNHBIM 000pyZoBaHUeM (TIPOEKTOp, SKpaH), TeXHUUeCKUMHU
cpencTBaMu 0OyueHUs, KOMITbIOTEPAMH, CITeI[Ha/TM3UPOBaHHbIM 000pysoBaHueM: [l TpOBeieHHUS
NeKLIMOHHBIX U CeMUHAPCKUX 3aHATHMN T0 JUCLUIIMHE UCIIOJBb3YIOTCS CIeljiaJbHO 000pyi0BaHHbIe
NeKI[MOHHbIEe ayJAUTODUM, OCHAll[eHHble KOMIIbIOTepOM, mpoekTopoM uau JKK-TeneBr30poM,
aKyCTUUeCKON CHCTeMOl W MUKPO(hOHOM (TP HeOOXOAUMOCTH), a Takke JOCKOW. [1pu mpoBezeHUN
JUCTAHI[UOHHBIX JIEKI[UM Ha KOMITbIOTEPE I0/DKHO OBITh YCTAaHOBJIEHO TPOrpaMMHOe o0ecrieueHue,
M03BOJISAOLLEe OCYILIeCTBJISITh BU/I€OKOH(epeHIICBS3b.
[l poBeJieHUsT MMPAKTHUECKUX 3aHSTHUN WCTIOB3YIOTCS CIelaabHO 000py/I0BaHHbIE ayAUTOPHUH C
KOMIIBIOTEpAaMH, Ha KOTOPBIX YCTAHOBJIEHbl CIIPABOUHO-TIPaBOBble cucTeMbl «['apaHT» U
«KoHCynbTaHT [Tmroc».



[ns BoimonHenus 3aganuit st CPC ctyzeHTam obecrieueH OCTYN B MUHTEPHET, a TakKe JOCTYI K
pecypcam OubMoTeKy.

[TomertieHusi A1 CaMOCTOSITeNTbHOM paboThl 00yYarOLMXCsl OCHAllleHbl KOMIbIOTEPHON TEeXHUKOH C
BO3MOJKHOCTBIO TMOAK/IOUeHUss K cetd "VHTepHeTr" u obecrieueHbl [OCTYIIOM B 3/I€KTPOHHYIO
MH(pOpMaLMOHHO-00pa3oBaTe/IbHYI0 Cpefy.

ITporpamMma coctaBjieHa B cootBeTcTBUU C TpeboBanusimu OC HHI'Y mno Hampasienuto 40.04.01 -
HOpucnipyaeniysi.

ABTop(bI): MapThiHOB Asiekcelt BnaguMypoBuu, TOKTOP IOPUAUYECKUX HayK, podeccop.
3aBenytromuii Kageapoii: MapTbiHOB Asiekceli BiaaiuMupoBuu, 10OKTOP IOPUAUUECKHX HayK.

ITporpamMma ozobpeHa Ha 3acefjaHuM MeToanueckoi Komuccuu ot 10.03.2023, mpoTtokos Ne 7.
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