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1. MecTo nucuuniauabl B crpykrype OIIOII

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

ABIsieTCs (DaKyJIbTaTHBOM B 00pa30BaTeIbHOM Mporpamme.

2. Ilnanupyemble pe3yJibTAThl O0y4YeHHMs IO JIHCIHUIIHHE, COOTHECEHHbIe C IJIAHMPYEMbIMH

pe3yjJbTaTaMu OCBOCHUSN 06pa30BaTe.]'le0ﬁ NMporpaMmmbl

JOCTHKEHUSA KOMITeTeHIHi)

(KOMHeTeHIII/IﬂMI/I H HHAUKATOpaMHu

MexHoI02UU U
UCNONB306AMb
npasogule Hazvl
OAaHHbBIX OJIs peuleHus:
3a0ay
npogheccuonanbHol
desimenbHOCmU ¢
yuemom mpeboganuii
UHPDOPMAYUOHHOU
besonachocmu

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, xpanerus,
noucka u 0opabomiu
uHGOpMayUU 8 IOPUOUYECKOLL
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 USMEHEHUl
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 PASTUYHBIX
UHCMPYMEHMO8
UHDOPMAYUOHHO-CNPABOYHBIX
cucmem, nO360NAOUUX
ocyujecmeums n00OOPKY

HE0OX00UMBIX NPABOBLIX AKMOG

DopmupyemMbie Ilnanupyemble pe3yabTaThbl 00ydyeHus: mo qucuuminne | HauMeHoBaHue 0LIeHOYHOI0 CpPeICTBA

KOMIIETCHIM U (Moay/il0), B  COOTBETCTBMM C  HHIMKATOPOM

(xom, conepikaHHE | JOCTHKEHHsI KOMIETEHIHH

KOMIIETCHIIHN ) Nupuxatop nocruskenust | PesyabraTsl 00ydyeHus s Texkymero | s
KOMIIETCHIM U 10 JUCIHUIJINHE KOHTPOJIS MPOMeKYTOYHOM
(xom, CoZIepIKaHue ycneBaemMocTu arrecTanun
WHAAKATOpa)

OIIK-7: Cnocoben OIIK-7.1: Hcnonwsyem OIIK-7.1: Cobecedosanue

npumeHame cnpagounvle cucmemsl O 3namv: unmepgeiic paziuunvix Sauém:

ungpopmayuonnie noucka usmenenuil UHHOPMAYUOHHO-CHPABOUHBIX Tloxnad




OIIK-7.3:

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

Ymemo: nonyuame ropuouuecku
BHAYUMYIO UHDOPMAYUIO U3

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

UHDOPMAYUOHHBIX MEXHONIOULL

OIIK-7.4:

3Hamu: 21exkmponHble adpeca
pasmewenus uCmouHUKo8
ouyuanvrHozo onyoaUKO8aAHUA
npagosuIx akmos

Ymems: ocywecmensime
OvIcmpbIli NOUCK HEOOX0OUMBIX
npagosbIX aKmos ¢ Yenwio
npoeepKu ux
OeticmeumensHoCmu

Braoemu: coepementbimu
Memooamu u NPOSPAMMHO-
MEXHUYECKUMU CPeOCmeamu Ol
npoeepKu OeticmeUmenbHoCmu

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
npUMeHeHuUst Cpedcms u
Memooo8 3aujumsl
KOH@UOEeHYUATbHOU
ungopmayuu, He

npomugopeyauux




1IK-8: Cnocoben
0p2aHUu308b16aNL
pabomy npasogo2o
noopazoeneHus 8
pamxax obwetl
cmpamezuu
paseumus

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
noopazoeneHusMU C Yeavio
onpeodeneHus 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
OQ0NAHCHOCIHBIX 00513aHHOCMEl
| pabommnukos, cucmemy
mpebosanuil npu pazpabomxe
OONIHCHOCHBIX UHCPYKYULL U
KII04eBbIX noKazamenell
agppexmusrocmu pabomuukos
noopasoenenus

Ymemow: ghopmynuposame
codepacanue O0IHCHOCTIHBIX
UHCPYKYULL, NPEONONCEHUS U
pexomeHOayuu no paspabomke
KAI04eBbIX noKazamesell
apghexmusrocmu pabomuuxos
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 NIaH08 pabomol
noopasoenenus

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

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:

3uamo: cnocobwl u cpeocmaa
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, ynpasieHus 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
opeanuzayuy 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

ITIK-9: Cnocoben
NPUHUMAMb
ONMUMANbHLLE
ynpagienyeckue
peuienus

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
peutenutl

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

O4Hast 3204HAsA
Oo0mast Tpy10eMKOCTb, 3.€. 1 1
YacoB mo yuedGHOMY ILIAHY 36 36
B TOM UHCIIE
ayIMTOPHBIE 3aHATHUS (KOHTAKTHas padoTa):
- 3aHATHSA JIEKIMOHHOTO THNA 2
- 3aHSATHS CEMHHAPCKOI0 THIA (MPaKTHYeCKHUe 3aHITHsI / J1a0opaTopHbI
padoThI)
- KCP 1 1
caMoCTOsITeJIbHAasI padoTa 29 25
IIpome:xyTounas aTTecTanus 0 4
3a4éT 3a4éT

3.2. Conepxanue IUCIHUILIIUHBI

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

aKademuyecKux 4acoe u euovl Y4eOHbIX 3aHAmulL)

HaumenoBanue u Bcero B TOM YHCJIe

KpaTkoe (4acer)

coJiepIKaHme ‘

paszacioB u TCM KonrakTHas pabota (pabota Bo

AUCHUILITAHEL B3aMMOJICHCTBHHY C IIperoaBaTeneM), yackl |CaMOCTOATENbHAS
U3 HUX paGOTa

oOydJaromierocs,




3aHATHS CEeMUHAPCKOTO 4acsl
THIa (IpakKTHIECKUe
3aHsTHsI/TabopaTopHbIe
paboThI), Yacs

3aHATUS
JICKITAOHHOT'O
THIIA

Bceero

o0
oW
o0
osw
o0
osw
o0
o w
o0
o w

TeM:&) 1.
[IpodeccuonanbhbIit

CcTaTyc CeKpeTaps 53 1 0 0 1 11 4 2
PYKOBOJIHTEIIS.

Tema 2. TIpaBoBble
OCHOBBI
JIeITeTbHOCTH
cekperapst
OPTaHH3ALMOHHOTO | g | 4 1 0 0 1 11 4 3
u

JTIOKyMEHTalMOHHOTO
obecreueHus
JIeITeTbHOCTH
PYKOBOJHTEIIS.

Tema 3.
Opraauzanus
MOBCEIHEBHOM 4545 0 0 0.5 0.5 0.5/0.5 4 4
JIEeATENILHOCTH
PYKOBOIHUTEIISL.

Tema 4.

OcobOeHHocTH
opraHu3alu
JIEJIOBBIX 5|5 0 0 1 1 11 4 4
MEpONpUATHH ¢
ydacTuem

pyKOBOAMTES.

Tewma 5.

WudopmarmonHoe
obecrieueHue 55 0 0 1 1 11 4 4
JIEeATEIIbHOCTH
PYKOBOIHTEIISL.

Tema 6.

JIOKyMEHTHPOBaHHE
[OBCETHEBHOM 550 0 1 1 11 4 4

JACATCIIBHOCTU.

Tema 7.
BesmokymenTHas 55/45 0 0 0.5 0.5 0.5/0.5 5 4
KOMMYHHUKAIIHS.

Arrecranus 04

KCP 11 11

Hroro 36(36| 2 0 4 6 717 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.

J1J1s TOJIHOTO YCBOEGHHMSI Kypca HEOOX0AMMO COYETaHHE ayIUTOPHBIX 3aHSITUIH U CAMOCTOSITEITLHOM
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 CChUTKM Ha KOHKPETHBIE HOPMATUBHBIE MPABOBBIE aKThI, HHBIE MPABOBBIEC 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.
O06s13aTeNIbHOM SABJSIETCS MOATOTOBKA CTYIEHTOM Pa3BEPHYTOT0 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 ONPEACIACTCS CICAYIONMMH OIIEHKAMU: 32 3a4eT «3a4TEHOY, «HE
3aYTEHO», 3a dK3aMEH «IIPEBOCXOJIHOY», «OTINYHO», OUEHb XOPOIIO», «XOPOILIO»,
«yIOBIIETBOPUTEIBHO» U «HEYAOBIETBOPUTEIHHON.

5. ®@oHA OUEHOYHBIX CPEACTB VISl TEKYLIero KOHTPOJIS YCHEeBAeMOCTH M MPOMEKYTOUYHOM
aTTeCTAUHU MO AUCHUILIHHE (MOTYJIIO)

5.1 TunoBble 3a1aHNs1, HeOOXOAMMBIE /ISl OLIEHKH Pe3yJIbTATOB 00y4eHusl IPH NPOBeIeHUH
TEeKYILero KOHTPOJIsl yCIIeBAeMOCTH € YKa3aHHeM KpPUTepHeB UX OLleHNBAHUS:

5.1.1 TunoBble 3aganus (oueHoO4YHOe cpeacTBo - CodeceqoBanme) AJs1 OLEHKH
copmupoBannocTu kommnerennuu OIIK-7

Tema 1. IIpodeccuonanbHbIN CTATYC ceKpeTapsi PyKOBOAUTeIs.

=

HcTopus pa3BUTHS CEKPETApPCKOM JEeATEIbHOCTH.

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

Kateropnu oducHoro nepconana.

OnrtuManbsHbIe CTPYKTYPHI 0QHCOB, TPHEMHBIX PYKOBOAUTENEH.

Ponb cekperapst B CTpyKType TOKyMEHTaIMOHHOTO 00eCTIeueHNs! yIpaBIeHNs OpraHn3anueil. Biusaue MacmraboB u
HAaIpaBJICHNH AeATETFHOCTH (PUPMBI Ha OPTaHU3aHOHHOE M HH(POPMAMOHHOE 00ecTieueHne eI TeTbHOCTH PYKOBOJUTEIS.

o w

Tema 2. [IpaBoBbIe OCHOBBI €AATEILHOCTH CEKPETAPsl OPraHNU3AIMOHHOI0 U JOKYMEHTAUOHHOT0 00ecreyeHus! 1eITeTbHOCTH
PYKOBOAMTEJISI.

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

denepanbHble 3aKOHBI, PETYIHPYIOLINE OTACTbHBIE aCHEKTHI JJOKYMEHTHPOBAHUS 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. Opranu3sanys noBceAHeBHOIl JeATeIbHOCTH PYKOBOIUTE/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 3agaHus (oueHOYHOe cpeacTBo - CodeceqoBaHme) AJIs1 OLEHKH
copmupoBannocTu komnerenunu K-8

Tema 4. OcoGeHHOCTH OPraHU3ALIH 1€T0BbIX MEPONPUATHI C y4aCTHEM PYKOBOAMTEIS.

OCcoOEHHOCTH OpraHU3alUH COBELIAHUM.

Pabora cexperaps IIpy MOATOTOBKE COBEIIAHHIA.
OCoOeHHOCTH OpraHHU3aIuy IIpHUeMa MOCETHTEIEH.
[Tpuem o menoBEIM BOIIPOCaM.

[Tpuem 1o TMYHBIM BOIpOCaM.

ISR A o

Tema 5. UudopManuoHHoe odecneyeHne AesiTeJJbHOCTH PYKOBOAUTEIs.

YpasineHue JOKyMEHTalueH.

OpraHuzanys T0KyMeHT0000poTa.

Opranu3zanyst KOHTPOJIs UCIIOJHEHUS JOKYMEHTOB.
Opranu3zanys XxpaHeHHs JOKyMEHTOB.

pwd PR

5.1.3 TunoBble 3aganus (oueHOYHOe cpeacTBo - CodeceqoBanme) AJs1 OLEHKH
chopmupoBannocTu komnereHunu IK-9

Tema 6. JloKyMeHTHPOBaHHeE OBCEIHEBHOIl 1eATeILHOCTH.

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 TPUMEHEHHS IIOOIIPEHHNST HIIN HaKa3aHHsI.
IToAroToBKa MPOEKTOB HOPMATUBHBIX AKTOB, JOKYMEHTOB BHYTPEHHEH TOKYMCHTALMH.

NGO A~WNE

Tema 7. Be3nokyMeHTHasi KOMMYHHKAIUS.

INoBcenHeBHOE N1€10BOE OOILECHHE.

Oco0EHHOCTH MOBCETHEBHOTO OOLIECHNUS MO TeIe(OHY.

Oc00EHHOCTH MOBCEHEBHOTO OOLIEHNUS MO IEKTPOHHOH MOUTe.
Benenue pabounx 3amuceii B mporecce MOBCEAHEBHOHN ESITENbHOCTH.

MNP

Kpurepun onenuBanus (onenouHoe cpeacrso - CodeceroBanue)

Ounenka Kpurepun onenuBanuns

OOyuaromuics IOHMMAET CyTh PacCMaTPUBAEMOT0 BOIIPOCA, MOXKET BBICKA3aTh CyXJEHHE IO Bonpocy. Bianeer
3a4TCHO TEOPEeTHIECKHM MaTepHaIoM He HIbke 6a30BOTO ypOBHS, OTBEUAET Ha JOTOJIHUTEIbHBIE BOIIPOCH IPEMNOAaBaTeNs, He
JIOMYCKasi TPyOBbIX U CYLIECTBEHHBIX OLIMOOK.

OOydJaroImuiicst 0TKA3bIBAETCSA OT OTBETA HA BONIPOCEHL, JIHO0 IEMOHCTPHPYET Cl1abyio MOATOTOBKY IO TEOPETHIECKOMY
HE 3a4YTeHO 'MaTepuaiy. Biageer TeopeTHuecknM MaTepHanoM Ha HU3KOM ypoBHe. He oTBevyaeT Ha JONOIHUTENBHBIE BOIPOCHI JIHO0
TPH OTBETE JIOMYCKAeT IPyObIe U CYNIECTBEHHBIE OIIHOKH.

5.2. Onucanune MIKaJ OLeHUBAHUS Pe3yJIbTATOB 00yUYeHHs MO TUCHHUIIJIMHE MPU MPOMEKYTOUHOMH
arTecTaunu

HIkana oueHnBanusi cCOPMMPOBAHHOCTH KOMIIETEHIIUI



YpoBen
b
chopmu HEY0BJIETBOP | YAOBJIETBO 04YeHb
NJ10X0 X0pouIo OTJIHYHO MPEeBOCXOTHO
POBaHH HUTEJILHO puTEeaBHO X0po1o
ocTH
KOMIIeT
eHLMI
(MHAUK
aTopa
AOCTHIK He 324TeHO 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,
3HaHMUSA | OLEHUTH IOJHOTY 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
o0ydaromerocst ot OIHIO0K HErpyObIX HHEIX HeT.
OTBETa ournboK
onnboK
IIponemonc
TPUPOBAHEI
IIponemonc PHp
IIponemoHnc | Bce
IIpogeMoHC | TpupoBaHBbI
TPUPOBaHBI | OCHOBHBIC
TPUPOBaHBI | Bce
BCE YMEHHUSL. [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 OIMOKAMH. | OLIMOKaMH.
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
HEeJ0YeTaMH | BI 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[0YeTaMI
IIkana oueHUBAHUSA NIPH MPOMEKYTOYHON aTTECTALMH
Ouenka YpoBeHb NIOATOTOBKH
MPeBOCXOAHO Bce xoMmeTeH My (4acTH KOMIIETEHINH ), Ha (OPMHUPOBaHHE KOTOPHIX HAMPABJICHA MUCIUILIMHA,
copMHUPOBaHBI HAa YPOBHE HE HIDKE «IIPEBOCXOHOY», IPOJIEMOHCTPUPOBAHEl 3HAHUS, YMEHHUS,
3a4TeHO
BJIAICHUA II0 COOTBETCTBYIOIIMM KOMIIETCHIUAM Ha YPOBHE BBIIIC IPEAYCMOTPEHHOTO
porpaMmon




OTJIMYHO Bce xoMnerenuy (YacTu KoMIIeTeHIui), Ha popMHpOBaHHEe KOTOPHIX HANlpaBJIeHa IUCIUILINHA,
copMHUpOBaHbI HA YPOBHE HE HUKE «OTIHIHON.

04YeHb XOPOLIO Bce koMmneTeHIMH (4acTH KOMIIETeHIINI), Ha ()OPMUPOBAHHE KOTOPBIX HANPABJICHA AUCLMILIMHA,
copMHUPOBaHKI HAa YPOBHE HE HI)KE «OUCHB XOPOIIO)

XopouIo Bce xoMnerenmmy (YacTi KOMITETEHINI), Ha pOpMHpOBaHIE KOTOPHIX HAllpaBJICHA JUCIUILINHA,
copMHPOBaHBI HA YPOBHE HE HIXKE «XOPOIIOY.

yaoBJjeTBopuTeah | Bce koMnereHIMy (YacTH KOMITETEHINI), Ha popMHpOBaHIEe KOTOPHIX HAIlpaBJIeHa JUCIHILIIHA,
HO copMHpOBaHBl Ha YpPOBHE HE HIKE «yAOBIECTBOPUTENBHO», HPU 3TOM XOTS OBl OAHA
KOMIIETEHIMs c(hOPMUPOBAHA HA YPOBHE «yJJOBJIECTBOPHTEIBHO»

HeynosJjerBopure | XoTs ObI OZJHA KOMIETSHINS CQOPMUPOBAHA HAa YPOBHE «HEYIOBIETBOPUTEIHHOY.
JILHO

HE 3a4YTCHO

1J10X0 XoTs OB 0JTHa KOMIIETEHIUS CHOPMHUPOBAHA HA YPOBHE IITIOXO)

5.3 TunoBble KOHTPOJIbHbIE 32/IaHUA WM HHbIE MATePHAJIbl, HEOOXOAMMbIE 1JI5l OLIEeHKHU
pe3yabTaToB 00y4YeHHs HA POMEKYTOYHOI aTTeCTAlINU

5.3.1 TunoBble 3a1aHNsl, BBIHOCUMbIE HA MPOMEKYTOYHYI0 ATTECTAIHIO:
OuenouHoe cpeacTno - J[oknan
3auém
Kputepun ouennBanus (Joxnan - 3auér)
Ounenka Kpurepun ouennBanus

Bcee KOMIICTCHIUU (‘{aCTI/I KOMHCTGHHHﬁ), Ha (bOpMI/IpOBaHI/Ie KOTOPBIX HaIllpaBJI€Ha JUCHUIUINHA, C(i)OpMI/IpOBaHBI Ha

3a9TCHO YPOBHE HE HIKE «yIOBIECTBOPHTEILHOY.

He 3a4TeH0 | XOTsI ObI 0JJHAa KOMIICTEHIN C(QOPMHUPOBAaHA HAa YPOBHE (HEYIOBIECTBOPUTEIHHOY.

Tunosble 3aganus (Jokiaan - 3a4ér) nas ouenku cpopmupoBannocTu komnerenuuu OITK-7
(Crioco0eH npuMeHATh UHPOPMAIIMOHHBIE TEXHOJIOTHU U UCII0JIb30BaTh MPAaBOBbIC Oa3bl JAHHBIX JJIS
pelieHus 3a1a4 NpopeccCuOHaNbHOMN AESITEIbHOCTH C YUETOM TpeOOBaHUN HH(OPMALIMOHHON
0e30MMacHOCTH)

13. OcHOBHBIE 3aJa4H CEKpeTaps B 00JIaCTH OPraHU3AIMOHHOTO 00ECTICUeHHUsI TOBCEJHEBHOM JSSTEILHOCTH PYKOBOAUTEIS.
14.OcHOBBI IEPCTIEKTUBHOTO TUTAHMPOBAHHS PYKOBOIUTEIIS.

15. MeponpusTHs, CBsI3aHHbBIE C HAYaJIOM HOBOTO AENONPOU3BOICTBEHHOTO TO/Ia.
16. OcobeHHOCTH OpTaHN3aIN COBEIAHUH.

17. PaGota cexpeTtapsi Mpu MOArOTOBKE COBEIAHMH.

18. OcobeHHOCTH OpraHM3aIY TPHUEMa ITOCETHTENECH.

19. TIpuem o 1enOBBIM BOIIPOCAM.

20. [Tpuem 1o TUIHBIM BOIIPOCAM.

21. YupaBneHue 10KyMEHTalNueH.

22. Opraru3anust JOKyMEHT0000pOoTa.

23. Opranu3anusi KOHTPOJIS UCIOJHEHHS TOKYMEHTOB.

24. OpraHu3anust XpaHeHUs JOKYMEHTOB./

25. O6uue TpeboBaHUs K TOJTOTOBKE IIPOEKTOB TOKYMEHTOB.

Tunosbie 3axanus (Jokaan - 3a4ér) a5 ouenku cpopmupoBanHocTH komnerenuun [1K-8
(CriocoGeH opraHn30BBIBaTh pabOTy IMPAaBOBOIO MOIPA3/IEIeHUs B paMKax OOIIel 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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Tunossble 3ananus (Joxaan - 3a4éT) ais onenku cpopmMupoBanHocTH kommnerennun [1K-9
(CrmocoOeH nMpuHUMATh ONTUMAJIBHBIC YITPABICHUYECKUE PEIICHHUS )

26. [lonrotoBKa MpoOEeKTOB MPHKA30B.

27. IlonroroBKa MpoeKTOB ITHCEM.

28. TlonroroBka MpoOEKTOB TOKJIAI0B MO KapaM.

29. Oco6EHHOCTH MOATOTOBKH JJOKYMEHTOB [UIsl IPEJOCTABICHHUS OTITYCKa.

30. OcoGeHHOCTH TOATOTOBKY JOKYMEHTOB JUISl HAIIPaBJICHUS B KOMAaHAUPOBKY.

31. OcobeHHOCTH MOATOTOBKH JOKYMEHTOB JUISl IPHMCHEHHS MTOOIIPCHIUS WM HAaKa3aHUsL.
32. TloAroToBKa NPOEKTOB HOPMATUBHBIX aKTOB, JOKYMEHTOB BHYTPEHHEH JOKYMCHTALMH.
33. [ToBcenHEBHOE NIEIOBOE OOIIICHHE.

34. OcoGeHHOCTH MTOBCEHEBHOTO O0MIECHHS 110 TeIehOHY.

35. OcoGEeHHOCTH MTOBCEJHEBHOTO OOLIEHUS 110 JIEKTPOHHOH MOYTE.

36. Benenne pabounx 3amucei B polecce MOBCEIHEBHOM NEATEILHOCTH.

6. YueOHO-MeTOoAMUYeCKOE U MH(POPMALIMOHHOE o0ecTedeHue JUCIUNIMHBI (MOIYJIA)

OcHoBHas nuTeparypa:

1. beikoBa T.A., nox pex., 'noroBa C.A., KoubkoBa A.1O., Kykapuna I0.M., Ckpunko E.A.
JlokyMeHTanmonHoe obecrnieueHue ynpasnenus : YueOnuk / boikoBa T.A., mox pen., [moroBa C.A.,
Konpkosa A.10., Kykapuna FO.M., Cxpunxo E.A. - Mocksa : KnoPyc, 2023. - 266 c. - Pexxum gocryna:
book.ru. - ISBN 978-5-406-10334-0., https://e-

lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=809663&idb=0.

2. Ky3nenon U. H. JlokyMeHTanimoHHoe o0ecriedueHue ynpapiieHus. JJokyMmeHToo00poT 1
JIEJIONPOU3BOJICTBO : yueOHUK U npaktukyM / M. H. Ky3nenos. - 3-e u3n. ; mep. u joir. - Mocksa :
IOpaiiT, 2023. - 461 c. - (Beicmee o6pazoBanme). - 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.; ['moroBa C.A.; KonbkoBa A.}O.; Kykapuna F0.M.; Ckpunxo E.A.
JlokymeHTarimoHHOE oOecnieueHue yrpasiaeHus : 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. Tpynosoii konekc Poccuiickoit denepannu : HopmaTtuBHble JoKyMeHTHI. - Mocksa : OOO "Hay4Ho-
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. Opranu3aiius 1 TeXHOJIOTHsI JOKYMEHTAI[HOHHOTO 00ECTIeYeHUs yIIPaBICHUS :
yueOHuk u npaktukym / H. H. IllyBanoga. - 2-e u3n. ; nep. u jnomn. - Mocksa : FOpaiit, 2023. - 265 c. -
(Bricmree 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 SIkoBieBHY. YTIpaBieHUE IEPCOHAIIOM OpraHu3aluy : Y4eOHuK /
['ocynapctBennsiii yauBepcuteT ynpasienus; SAKPBIT Yaukym-I'VV. - 4. - Mocksa : OOO "Hayuno-
n3narensckuii 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 CeKpeTapei - 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/

Odunmaneuelii caiit Hukeropoackoro obimactHoro cyaa - http://oblsudnn.ru/

Odunmansueiii 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 — WWWw.garant.ru

[TouckoBas cucTeMa HOpMAaTUBHBIX IPaBOBbIX akToB KoHcynbTantlLiroc — 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 Ji TPOBENCHUS] YUEOHBIX 3aHATUM, MPETyCMOTPEHHBIX 00pa30BaTEIbHOMN
IPOrpaMMOi, OCHAIIEHbl MYJIbTUMEIUIHHBIM O00OpPYJOBaHHEM (IMPOEKTOP, IKPaH), TEXHHUUECKUMU
cpencTBamMu OOy4YeHMs, KOMIbIOTEpaAMH, CHEIUATN3UPOBAHHBIM 00OpyaoBaHueM: [l mpoBeneHHs
JICKIIMOHHBIX M CEMHUHAPCKUX 3aHSITUNA MO TUCIUIUIMHE UCIIOJIB3YIOTCS CIEeNHaIbHO 000pyI0BaHHBIE
JIEKIIMOHHBIE AyJIUTOPHH, OCHAIEHHbIE KOMIIbIOTEpOM, mpoektopoM unu JKK-TeneBuzopom,
aKyCTHUYECKON CHUCTeMON U MUKPOQOHOM (IpU HEOOXOIUMOCTH), a Takke Jockoi. [Ipu mpoBenenun
JTUCTAHIMOHHBIX JIEKIIMM Ha KOMITBIOTEPE JOJDKHO OBITh YCTaHOBJIEHO IMpOrpaMMHOE oOecreueHue,
MO3BOJISIOIIIEE OCYUIECTBIISATh BUJICOKOH(EPEHIICBS3b.
Jnst mpoBefieHUsT MPAKTUYECKUX 3aHATHN HUCIOJIB3YIOTCS CIEIUAIbHO 00OPY/IOBAHHBIE AyJTUTOPHUH C
KOMITbIOTEPaMH, Ha KOTOPBIX YCTAHOBJIEHBI CIPABOYHO-TIpaBOBbIe cucTeMbl «I'apanT» U «KOHCYyIbTaHT
[Lroc».

Jnsa Bemonnenust 3aganuii s CPC cryneHTam obecriedeH AOCTYN B MHTEPHET, a TakkKe JOCTYM K
pecypcaMm OUOITHOTEKH.

[TomemeHust A7 CaMOCTOSITENILHON pabOThl OOYYArOMIMXCSl OCHAIIEHBl KOMITBIOTEPHOW TEXHHKOW ¢
BO3MOXKHOCTBIO TOJKIOUeHUss K cetu "MHTepHer" m obOecrnedeHbl JOCTYNIOM B 3JIEKTPOHHYIO
uH(OPMaIIMOHHO-00pa30BaTENBHYIO CPEAYy.

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

ABTOp(B1): MapThiHOB AJlekceil BiaaumMupoBud, JOKTOp IOPUINIECKUX HAYK, Mpodeccop.
3aBenytouuii kapeapoit: MaptoeiHoB Anekceld BnaaumMupoBud, JOKTOP IOPUINYECKUX HAYK.

[Tporpamma o1o0peHa Ha 3acejaHuU MeToAndeckoi komuccuu ot 28.11.2022, mpoTtokos Ne 3.



