Kanyxckuii puanan
YactHoe yupexkaeHue npogeccHoHAILHOr0 00pa3oBaHus
IOpuanyeckuii moTHIEHCKUIN KOJIEIK

yueoHoii nucuumiunbl OI1.06
«JlokyMeHTauMOHHOe o0ecnedeHne ypaBJieHusD

J1s1 00OyJaromuxcst Ha 6a3e OCHOBHOT'O OOIIEro 00pa30BaHMs
10 CHEIUAIBHOCTH

- 40.02.04 «IOpucnpyaeHIUsD).

INPUHSATO
MeToauuecKUM COBETOM
FOpuanyueckoro noJMIERCKOTO KOJUIEMKa

[TIporokosn Ne ot 2024 rona
PACCMOTPEHO

Ha 3acenanuu Ilemarornyeckoro coBera
IIpotokom Ne ot 2024 rona
Pa3paboruuk:

VYuebno-meroqunueckunii otaein FOIIK

Kaayra — 2024



COJEPKAHUE

1. TACIIOPT PABOYEM TTPOT'PAMMBI YUEBHOW JUCHUTUIAHEL. .........3
2. CTPYKTYPA U COJIEPYKAHUE YUYEBHO! TUCIIUATUJIAHGL. ...............13
3. VCJIOBUS PEAJIM3AIIMN YUEBHOM JIUCIUTUIAHDL. ... 23

4. KOHTPOJIb UM OILEHKA PE3VJIbTATOB OCBOEHHUS VYYEBHOU
TUACTIVTIIIIHDL. ..o, 25



MACIHOPT PABOYEM MPOT'PAMMBI YUEBHOM JJUCHUIJIAHBI

1.1. O6saacTh npuMeHeHusi pado4eil NPOrpaMmmbl

PabGowas mporpamma y4eOHOW  AMCHUIUIMHBI  «JlOKyMEHTAalMOHHOE oOOecreueHue
yhpaBieHUs» (Jajee AWCHUIUIMHA) SBISETCS YacTbl0 OCHOBHOH  MpodeccHOHANbHOM
o0Opa3oBaTelbHONl mporpaMmbl B cOOTBETCTBUM ¢  DefepanbHbIM — T'OCYIapCTBEHHBIM
o0Opa3oBaresibHbIM cTaHAapToM 1o crnenuanbHoctu 40.02.04 «tOpucnpyaenuus» (nanee GI'OC).

1.2. Mecto y4yeOHOWH AUCHUILVIMHBI B CTPYKTYpe OCHOBHOH mnpodeccCHOHATbHOM
00pa3oBaTeJIbHOM MPOrPAMMBI:

W3ywyaemass JMCHUIIIMHA SBISETCS O0OS3aTENILHOM YacThi0 00pa30BaTEIBHOTO IIMKIIA
obpasoBatenbHOM TporpamMmbl Cpemnero mpodeccuonanbuoro oodpasosanus (maiee CIIO) B
cootBercTBuu ¢ OI'OC.

1.3. Hesn m 3agaum y4eOHOH JMCUMILIMHBI — TPe0OBaHUSI K pe3yJbTaTaM OCBOCHHS
JAUCHHUILTHHBI:

I_IGJILIO HU3YUCHUS NUCHUILIIIMHBI SABJISICTC: CI)OpMI/IpOBaHI/Ie O6H_[I/IX n HpO(I)eCCI/IOHaJ'ILHLIX
KOMIICTCHIIMH.
33.,[[21‘11/1 HU3YUCHUA JUCHUIIIINHBI ABJIACTCA:

o Beibupats  cmocoObl  pemieHuss  3ajad  Opo(ECCHOHATBHOW  JIEeSTENbHOCTH
MPUMEHHUTEIHHO K Pa3IMUYHBIM KOHTEKCTaM;
o Hcnonp30BaTh COBPEMEHHBIE CpEACTBA TIOMCKA, aHallM3a U HWHTEpIpEeTaIH

uHpopMannu, 1 UHPOPMAITMOHHBIC TEXHOJIOTUHU ISl BBIMOJHEHUS 3a7ad MpodecCHOHATHHON
JeATEIbHOCTH;

o [TnanupoBaTh M peaau30BbIBaTh COOCTBEHHOE MPO(ECCHOHANBHOE U JMYHOCTHOE
pa3BUTHE, UCIOJIb30BAaTh 3HAHUS B PA3JINYHBIX )KU3HEHHBIX CUTYalUX;

. D¢ heKTUBHO B3aMMOIEHCTBOBATh U Pa00TATh B KOJIJIEKTUBE M KOMAH/IE;

o Ocy1ecTBISITh YCTHYIO U MMCbMEHHYIO KOMMYHUKAIIMIO Ha TOCY/IapCTBEHHOM S3bIKE
Poccuiickoii @enepaiiuu ¢ yueToM 0COOEHHOCTEH COLMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA;

o [TposABIATE Ipa’kAaHCKO-NTaTPUOTUYECKYIO TO3UILIMIO, JEMOHCTPUPOBATh OCO3HAHHOE

MOBE/IEHNE HAa OCHOBE TPAJUIMOHHBIX OOIIEUYEIOBEYECKUX IIEHHOCTEH, B TOM YMCIE C YYETOM
FapMOHM3ALUA MEKXHALMOHAJIBHBIX U MEKPEIUTHO3HBIX OTHOLIECHUN, NPUMEHATH CTAHIAPTHI
AQHTUKOPPYIIHOHHOTO NTOBEICHUS;

B pe3ynbrate u3ydyeHus IUCHUILTUHBI 00Y4atoLIHiics JOIKEH:

3HATE:

° HOPMBI TTpaBa

° IOPUINYECKYIO TJOKYMEHTAITHIO

° obecrnieueHre pabOTHI apXUBa B IPABOOXPAHUTEILHOM OpTaHe.

° paboTy C 3agBIEHUSMH H OOpalleHWsIMH TpakJaH M OpraHu3anuil B
MIPaBOOXPAHUTEHHBIN OpTaH.

° BeJIeHHE CyIeOHOTO JIETOMPOU3BO/ICTBA.

YMETh:

° OcymiecTBisITh Mpo(hEeCCHOHATEHOE TOTKOBAHUE HOPM TIpaBa.

° OcymiecTBISITH KOHTPOJIb COOJIOIEHUS 3aKOHOaTenbcTBa Poccuiickoit deaepanun
CyObeKTaMu Ipasa.

° OcymiecTBIITH ~ OIIEHKY  MPOTUBONPABHOTO  TOBEACHUS U OMNPEACIATH
MOJABEAOMCTBEHHOCTh PACCMOTPEHHUS JIEII.

° OcymecTBisiTh  (OPMHpPOBAHHE W PACCMOTPEHHE TMaKeTa JOKYMEHTOB IS

YCTAHOBJICHHA W BBIIJIATHI MICHCUH ¥ WHBIX COMAJIBHBIX BBIIJIAT W MPEAOCTABIICHHUA YCIYT
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roCy/IapCTBEHHOT'O COLIMAILHOTO OOecreueHus, BKI0Yas BblJady JOKYMEHTOB IO YKa3aHHBIM
BBIIIATAM U YCIIyTaM.

. OcCymecTBISATh TOJATOTOBKY MPOEKTOB pEIIeHHW 00 yCTaHOBICHWM (OTKa3e B
YCTAaHOBJICHMM) TEHCHMM M HHBIX COLUMAJIBHBIX BBILJIAT M  MPEJOCTABICHUH  YCIYT
roCyJapCTBEHHOTO COLIMAJIBHOTO oOecrnieueHus, HCIIONb3YS uH(OPMAIOHHO-
KOMMYHUKAI[MOHHBIE TEXHOJIOTHUH.

. OcymecTBisiTh (OpMHpPOBAaHHE U BeleHUE 0a3 JdaHHBIX 00 oOpalieHusx B
TeppUTOpUaIbHBIM opraH DOHJa NEHCMOHHOIO M COLMAIBHOIO CTpaxoBaHus Pocculickoi
®enepauny, B OPraHU3alMI0 COLMAIBHOM 3alIMThl HACEJIECHUS NOJIy4aTeJNeld NEHCHM U MHBIX
COLIMAJIbHBIX BBIILJIAT U O MPEAOCTaBICHUH YCIYT TOCYIapCTBEHHOI'O COLIMAILHOTO 00eCTIeueHUSI.

o Ocy1ecTBIATh BEICHHUE ICIONPON3BOICTBA B IIPABOOXPAHUTEIILHOM OpraHe.

o OcymecTBisATh JAEHCTBUS 1O IUIAHUPOBAHHIO W PEATM3ALUM MEPOIPUATHH TI0
oOecrieyeHnto pabOThI apXKBa B IPAaBOOXPAHUTEIHHOM OpTaHe.

o OcyiecTBisITh pabOTy € 3asiBICHUAMU U OOpallleHUsIMU T'paXk/JaH U OpraHU3alui B
NPaBOOXPAaHUTEIBHBINA OpraH.

o OcymiecTBIATh paboOTy 110 HOMEHKJIATYPHOMY Y4YeTy U TEXHHUUYECKOMY O(OpMIIeHHUIO
JIOKYMEHTOB B IIPAaBOOXPAHUTEIBEHOM OpTaHe.

. Ocy1iecTBISITh BEACHUE CYI€0HOTO JEIOMPOU3BOCTRA.

o OcymiecTBiATh ACUCTBUS MO IUIAHUPOBAHUIO U pealu3allii MEpONpUsATHH 110

obecrieyeHnto pabOTHI apXuBa Cy/a.

. OcymmecTBiITh paboTy ¢ 00OpaIeHus MU TPaXkIaH U OPTaHU3aAIHHA.

o OcymiecTBiATh padOTy MO PETHCTPAlMU, YYETy U TEXHHYECKOMY O(OpMIICHHIO
UCTIOJTHUTEJBHBIX JIOKYMEHTOB I10 CyJICOHBIM JIeTIaM.

BJI1aACTh HABbIKAMM

o [TprMeHATH HOPMBI IIpaBa JJIsl pelIeHus 3a/1a4 B PO EeCCHOHATIBHOMN 1eATEIbHOCTH.

o [ToAroToBKM IOPUIMYECKMX JOKYMEHTOB, B TOM UYHCJIE C HCIIOIb30BAaHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHH.

. CucremaTu3upoBarb HOPMAaTHBHBIE IIPaBOBbIE aKTBI " 000011aTh

IPABONPUMEHUTENBHYIO TPAKTUKY 110 BONPOCAM pacclelOBaHUA U  NPEAYyNpeKICHUSI
NPECTYIUIEHUH U MHBIX TPABOHAPYILICHUH.

o HNHdpopmupoBaTh Ha MpUeMe U KOHCYJIBTUPOBAaHMM CYOBEKTOB IpaBa MO BOIIPOCAM
COLIMAJILHOTO 00ECTIeYeHHs ¥ COLMAIIbHOM 3aIIUTHI.

o OcymecTBisiTh  (OpMHpPOBAaHHME U PACCMOTPEHUE TMaKeTa JOKYMEHTOB JUIs
YCTaHOBJICHUS U

o CocTaBisiTh ~ NPOEKTHl  MPOLECCYaIbHBIX M CIY)KEOHBIX  JIOKyMEHTOB
MIPaBOOXPAHUTENHLHOTO OpraHa.

o CocTaBisTh MPOEKTHI MPOIECCYANbHBIX U CTYKEOHBIX JOKYMEHTOB CYAA.

o Bectu 1oxymMeHTOO00pOT pH OKa3zaHUU MpodeccrnoHaNbHON IOPUANYECKON TOMOLITH.

o [IpencraBisiTh HMHTEpEChl OpraHU3alui W (U3MYECKUX JIMII B OTHOLIEHUSX C
roCy/1apCTBEHHBIMU OpraHAMM, KOHTPAreHTaMHU U UHBIMU JIMLIAMH.

o CocTaBiaTh MOIOOPKY 3aKOHOJATENbCTBA M CYIEOHOM MPaKTHKH.

o Pa3pabarbiBaTh MPOEKTHI FOPUANUECKUX TOKYMEHTOB.

o [IpoBOANTH MEPBUYHYIO MPABOBYID JIKCHEPTHU3Y JAOKYMEHTOB Ul OpraHU3aluil |

(U3NUECKUX JUIL.

1.3.2. IlnaHupyemble pe3y/bTaThbl 0CBOEHHUS 00111e00Pa30BaTeIbHOM TUCHHUILIUHBI.

Oco0oe 3HaueHHE TUCIUIUIMHA UMEET Mpu (OPMUPOBAHUH U PA3BUTHH OOIIC00pa30BaTEIbHbIX
kommereniwmii (OK) u npodeccnonanpubix kommerermuii (ITK).

OK 01. Beibupath cmnocoObl pemeHus 3anad MNpo(ecCHOHAIBHOW esTeIbHOCTH
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MPUMEHUTEIBHO K Pa3IMUYHBIM KOHTEKCTaM;

OK 02. Hcnonb3oBaTb COBPEMEHHBIE CpEJCTBAa IIOMCKA, aHAJIW3a W HUHTEPIPETALUU
uH(popMalui, U UHQOPMALIMOHHBIE TEXHOJOTUHU JUJIsl BBIIOJHEHHS 3a1a4 MpodecCHOHaIbHON
JESITEIIbHOCTH;

OK 03. IImanupoBaTh U peaIn30BbIBaTh COOCTBEHHOE MTPO(PECCHOHAILHOE U JIMYHOCTHOE
pasBUTHE, NPEANPHHUMATEIBLCKYIO JIEATEIILHOCTh B MPOQECcCHOHAIBHON cdepe, NCIoIb30BaTh
3HAHUS 10 NMPaBOBOW U (PMHAHCOBON I'PAMOTHOCTH B PA3JIMYHBIX KU3HEHHBIX CUTYaIUsX;

OK 04. O¢ddexTrBHO B3aMOAEHCTBOBATH 1 pabOTATh B KOJUIEKTHBE M KOMaH/IE;

OK 05. OcyuiecTBisTh YCTHYIO U MUCbMEHHYI0O KOMMYHHUKAIMI0 HA TOCYJapCTBEHHOM
s3b1ke Poccuiickoit denepariin ¢ yueToM 0COOCHHOCTEH COIMAIBHOTO U KYJIBTYPHOT'O KOHTEKCTA;

OK 06. [IlIposBisTh TIpakIAHCKO-MATPUOTUYECKYIO MO3UIHIO, JAEMOHCTPUPOBATH
OCO3HAHHOE MOBECHNE Ha OCHOBE TPAJUIIMOHHBIX OOIIEUEIOBEUECKUX IEHHOCTEH, B TOM YHUCIIe
C Y4YeTOM TrapMOHHU3ALUHA MEXKHAIUOHAIBHBIX M MEXPETUTHO3HBIX OTHOIIECHUN, MPUMEHSTh
CTaH/apThl aHTUKOPPYILIUOHHOTO MTOBE/ICHNUS;

OK 07. CogeiicTBOBaTh COXPAHEHUIO OKPYKAIOIIEH Cpedbl, PecypcocOepeKeHuIo,
OPUMEHATh 3HaHWS OO0 U3MEHEHUU KIuMaTa, MPUHIMIBI OEepexIIMBOro IpPOU3BOJICTBA,
3¢ (peKTUBHO AeCTBOBATH B YPE3BBIYAMHBIX CUTYAILIMSIX;

OK 08. Hcmnonb3oBarh cpescTBa PU3NUECKON KYIbTYpBhI JJIsi COXPAHEHUS U YKPEIICHUS
3[I0POBBS B Mpoiiecce NpohecCUOHATBHOM ASSITENFHOCTU U MOAePKaHNU HEOOX0JUMOTO YPOBHS
($u3nYeCcKOil MOArOTOBIEHHOCTH;

OK 09. Ilonp3oBaThcsi MpodeccCHOHANIBHON TOKyMEHTallMel Ha TOCyIapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX.

IIK 1.1. OcymectBiath npodeccrnoHalbHOE TOJIKOBAHUE HOPM ITpaBa.

I[IK 1.2. IlpumeHsTh HOpMBI MpaBa JUid pelIeHHs 3a7ad B HNpOodecCHOHATbHOU
JESTEIIbHOCTH.

IIK 1.3. Bnamerp HaBBIKAMH TOATOTOBKH HOPHIMYECKHX JOKYMEHTOB, B TOM YHUCIE C
UCIIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHH.

I[IK 2.1. OcyuectBiaTh KOHTpPOJIb COOJIIOJIEHUSI 3aKoHOAaTenbcTBa Poccuiickoit
Oenepanun cyobeKTaMu IpaBa.

I[IK 2.2. CucremaTu3upoBaTb HOPMAaTHBHBIE IpaBOBbIE aKThl W  0000IIATh
IIPABONPUMEHUTENBHYIO IPAaKTUKY II0 BONPOCAM PACCIEAOBAHHUA W  TNPEAYNPEKICHUSA
IIPECTYIICHUH U UHBIX IPAaBOHAPYILIEHU.

IIK 2.3. OcymecTBisaTh OLEHKY NPOTHUBONPABHOTO IIOBEIECHUS U  ONPEHENATH
M0/IBEIOMCTBEHHOCTh PaCCMOTPEHUS JIET.

I1K 3.1. UapopmHpoBaTh Ha IpUeMe U KOHCYJIbTUPOBAaHUU CYOBEKTOB IpaBa o BOIpOcaM
COLIMAJILHOTO 00ECTIeYeHHs U COLMAJIbHOM 3aIIUTHI.

IIK 3.2. OcymecTBisTs (OPMHUPOBAHME U PACCMOTPEHUE IMaKeTa JOKYMEHTOB s
YCTAaHOBJIEHHUS] M BBIIUIATHl MEHCUM W WHBIX COLMAIbHBIX BBILJIAT U MPEIOCTABIECHUS YCIYT
rOCYJapCTBEHHOTO COIMAJIBLHOIO OOECleYeHus, BKII0Yas BbIAAYY JOKYMEHTOB IO YKa3aHHBIM
BBITJIaTaM M YCIIyTaM.

IIK 3.3. OcymecTBiATh NOATOTOBKY HMPOEKTOB pEIIEHHH 00 YCTaHOBJIEHHH (OTKa3e B
YCTAaHOBJEHUM) TIEHCHMM W MHBIX COLMAJIBHBIX BBIJIAT W  MPEAOCTABICHUM  yCIYT
rOCy/1apCTBEHHOTO COLIMAJILHOTO obecrievyeHus, UCIIOJIB3YS UH(POPMALIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH.

IIK 3.4. OcymectBuare ¢opMUpOBaHHE M BeAeHHE 0a3 MaHHBIX 00 OOpalleHHsX B
TeppUTOpUaIbHBIM opraH (DOHJa NEHCMOHHOIO M COLMAIBHOIO CTpaxoBaHus Poccuiickoi
®enepanyy, B OpraHU3alMI0 COLMAIBHOM 3aIlUTHl HACEJIEHUs I0JIy4aTelell NEHCUM M MHBIX
COLIMAJIbHBIX BBIMJIAT U O MPEAOCTaBICHUH YCIYT TOCYIapCTBEHHOI'O COLIMAILHOTO 00eCIeueHus.

IIK 3.1. OcyiiecTBasATh BeI€HHE JIEIONPOU3BOJICTBA B PABOOXPAHUTEIHHOM OpraHe.

[IK 3.2. OcyiiecTBiasiTh ACUCTBUS MO TUIAHUPOBAHUIO U PEATU3alMd MEPONPHUATHI 1O
oOecrieyeHnIo pabOThI apXrBa B MPABOOXPAHUTEILHOM OpIaHe.

IIK 3.3. CocraBisiTh TMNPOEKTHI TNPOIECCYATbHBIX U  CIY)KEOHBIX JTOKYMEHTOB



MIPaBOOXPAHUTENHLHOTO OpraHa.

1K 3.4. OcymecTBasTh paboTy € 3asBICHUSMHU B OOpALICHUSIMH TPaKIaH U OpraHu3aui
B [IPaBOOXPAHUTENbHBIN OpraH.

INIK 3.5. OcymecTBiiTe pabOTy IO HOMEHKJIATYPHOMY YUY€Ty U TEXHUYECKOMY
0(OPMIICHHIO IOKYMEHTOB B IPABOOXPAHUTEIILHOM OpraHe.

1K 3.1. OcymiecTBisATh BeJIcHUE CyA€0HOTO JIETOMPOU3BOICTBA.

[IK 3.2. OcyiiecTBiasiTh ACUCTBUS MO TUIAHUPOBAHUIO U PeaU3allid MEPONPHUATHI 1O
oOecrieyeHnto pabOThI apXuBa CyAa.

I1K 3.3. CocTaBiasaTh IPOSKTHI MPOIECCYaTbHBIX U CIYKEOHBIX TOKYMEHTOB CY/Ia.

1K 3.4. OcymiecTBasTh paboTy ¢ OOpaIICHUIMH IPAXKAaH U OpraHU3alui.

IIK 3.5. OcymecTBiaaTh paboTy MO PETUCTpAIUH, YUETy U TEXHHUYECKOMY O(hOPMIICHUIO
VCIIOJIHUTENIbHBIX JJOKYMEHTOB I10 CYZEOHBIM JIEIaM.

IIK 3.1. Bectu m0oKyMEHTOOOOPOT MpH OKa3zaHWU MPOGHEeCCHOHATBHOW IOPUIUICCKOM
MIOMOLIH.

IIK 3.2. IlpencraBnath MHTEpECHl OpraHU3alUil U (PU3MUECKUX JIHI B OTHOIICHHSX C
rOCYJapCTBEHHBIMHU OpraHaMu, KOHTPareHTaMHu U WHBIMU JIMIIaMHU.

1K 3.3. CocTaBnarh moa0OpKY 3aKOHOIATENIBCTBA U CYyIeOHON IPAKTHKHU.

[1K 3.4. PazpabarbIBaTh NPOEKTHI FOPUIUUECKUX TOKYMEHTOB.

1K 3.5. [IpoBOAUTH NEPBUYHYIO MPABOBYIO IKCIEPTU3Y TOKYMEHTOB Ui OPraHu3alui U
buznyeCcKuX JuLl.

[To mucruruimae chOPMYIIMPOBAHBI KITFOUYECBBIC PE3yIbTAThl O0yUCHUS:

1. [ToHnMaTh CYIIHOCTh M COIMAIBbHYIO 3HAYUMOCTb CBOEH Oyayieil mpodeccuu,
IIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.

2. OcylecTBiATh MOUCK W HCIHOJB30BaHHWE WHGOpMAIUU, HEOOXOAMMOHN s
3¢ ()EKTUBHOTO BBIMOTHEHUSI MPOPECCUOHAIBHBIX 3a7a4, MPOo(eCcCHOHATHHOTO U JIMYHOCTHOTO
pa3BUTHSL.

3. Hcnons3oBath MH(}OPMaIIMOHHO-KOMMYHHUKAIIUOHHBIE TEXHOJIOTUH B
npodecCHOHATBLHOM 1eATENTbHOCTH.

4, CaMoCTOSITEILHO OMPENeNsATh 3a7ayd  MPOPECCHOHATIBHOTO W JTUYHOCTHOTO

pasBUTHs, 3aHUMATbCcd  €caMOOOpa30OBaHUMEM, OCO3HAHHO  IJIJAHUPOBAaTh  IOBBIIICHHE
KBaJIM(DUKALIHH.

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JJUCIHUILJINHBI

2.1. O0beM y4eOHO# JMCHHUIIMHBI M BUABI Y4e0HOH padoThI

Bup yuyeoHoii padoTbi O0BbéMm B yacax

O6beM 00pa3oBaTesIbHOM MPOrpaMMbl AUCIUIIITNHBI 73
B ToM uncie

OCHOBHOE COJIep:KaHHe 56
B ToM uncne

Teopemuueckoe obyuenue 36
Ilpakmuueckoe 0b6yuenue 18
CamocrosiTesibHas padoTra o0y4arouerocs (Bcero) 17
IpomexxyTouHas aTTecTanus (3a4er) 2




2.2. TemaTn4yecKkuii IJIaH y4eOHOM IV CHUNTHHbBI

Haumenosanme pasieos u Tem Copep:xanue yueOHOro MaTepHaJia, JIabopaTopHble pa0oThl U NPAKTHYECKHe 3aHATHS, OB BeM YaCoB YpoBeHb
caMocTosITeIbHasi padoTa o0y4yaloluxcsi, Kypcopasi padora (Ipoekr) 0CBOCHUS
1 2 3 4
Conep:xanue yueOHOro MaTepuaJa;
HenonpounsBoactso, JlokymentupoBanue, Opranuzanus paboThl C TOKYMEHTaMU,
JHokymenTooboporom, Peructpanusi, KoOHTponb WHCHIONHEHUS JOKYMEHTOB,
®dopmupoBanue nena, HWHdopmanus, JlokymeHT, PekBH3UT OKyMeHTAa, 6
Odunmanpapie TOKyMeHTHI, IOpunudeckas cuna nokymenta, CraHIapTHU3aINs,
Tema 1. OCHOBHBIE TTOHATHUA. Yuudukanus
Opranuzaitust iy 0bl @opMbl OpraHu3alyy JIeJI0NPOU3BOICTBA 2
JeTIOTPOU3BOICTRA. TunoBble OpraHn3alvOHHbIE CTPYKTYPHI CIYXKObI I€TIONPOU3BOICTBA
IIpakTHYeckoe 3aHATHE: 2
BrinonHenne MHAMBUAYAIbHBIX 33aHHI 10 Keiicam
CamocrosiTesbHas padora: [lopsiok paccMOTpeHus U pa3pelieHus oopaieHui
rpaKJaH. U3y4eHUE MaTepHalla 10 KOHCIEKTY JIEKLIUH, U3yYEHUE [0 OCHOBHBIM U 3
JIONOJIHUTEIBbHBIM UCTOYHUKAM JIUCLIUIUINHBI.
Conep:xanue y4eOHOIro MaTepuaJa;
[Tonsitue lokymenTo000poTa. JIBM>KEHNE BXOISAIINX JOKYMEHTOB. J|BIKEeHHE
HCXOJSIINX JOKYMEHTOB. [I[BUKeHNE BHYTPEHHUX TOKYMEHTOB. [Tpuem u 6
00paboTKa BXOAIINX JOKYMEHTOB. [Ipoxoxkaenre u 00padoTKa UCXOISIINX
Tema 2. Opranusanus nokyMeHToB. [IpoxoxaeHue u 06paboTka BHYTPEHHUX JOKYMEHTOB. 5
JIOKyMEHTO00O0pOTA. IIpakTHyeckoe 3aHsATHE: 5
BrinosiHeHNE MHIMBUAYAJIBHBIX 3aJaHUN 110 KENCaM
CamocrosiTesibHas padoTa:
W3y4YCHUE MaTepuaja I10 KOHCHIEKTY JIEKIMH, HM3Y4Y€HUE I10 OCHOBHBIM U 3
JIONOJIHUTEIbHBIM UCTOYHHUKAM JTUCIUIIIINHBI.
Conep:xanue yueOHOro MaTepuasa:
O6mme mpasmita. @opmel perucTpanuu. Perucrparus BXOIAIIMX TOKYMEHTOB.
Perucrpanus ucxondiux 1 BHyTPEHHUX JOKYMEHTOB. 8
Tema 3. [Tepeuunas 06paboTka Pemenne koHTponbHON paboTel. CocTaBineHue OGIaHKOB AOKYMEHTOB. PerieHue
JIOKyMEHTOB. Perucrparms Kpoccsop/ia. OpopMIIeHHE KypHAIOB 2
JIOKYMEHTOB IIpakTuyeckoe 3aHsATHE: 10
BrinosiHeHNE MHIMBUAYAIBHBIX 3aJJaHUI 110 KeHcaM
CamocrosiTejibHas pa6oTa: 3




HN3YUYCHUC MaTrepuajla I10 KOHCICKTY JICKOUK, HU3YyYCHHUE I10 OCHOBHBIM H
JOIIOJIHUTCIIBHBIM UCTOYHHUKAM AUCHUIIIMHEI.

Tema 4. OcobenHoct ohopmireHHs
OTJIENbHBIX BHJIOB JJOKYMEHTOB.
CocTaBreHue 10KyMEHTOB

Conep:xanue yueOHOro MaTepuasa:

CocraBneHre OTACIBHBIX BHJIOB JOKYMEHTOB: OpraHu3alliOHHBIC JTOKYMEHTHI;
PacriopsimutenbHble  TOKyMEHTHI; MHQOPMAIIMOHHO-CIIPABOYHBIC JTOKYMEHTHI.
Pemenne Tecra

IIpakTHyeckoe 3aHATHE:
BelnonHenne MHAMBUAYAIBHBIX 33JaHUM 110 Keiicam

CamocrosiTeqbHasi padora:

M3y4eHUE MaTephalia MO KOHCHEKTY JEKIHMH, H3y4EeHHUE IO OCHOBHBIM U
JIOTIOTHUTEIBHBIM HCTOYHUKAM JUCHUUIUIMHBL. Bonpocel 01 camonoo2omosKu:
obme TpeboBanus. ['pymnmbel pexkBu3uToB. [IpaBmiia opopMIICHHS OTAETBHBIX
PEKBHU3UTOB.

Tema 5. KoHTpoJIb 3a HCHIOHEHHEM
JTOKyMEHTOB. DOpMHUPOBAHHUE €.
Xpanenue aen

Conep:xanue y4eOHOIro MaTepuasa:

Opranusyiite Tekyiee XxpaHeHue T0KyMeHToB. OdopmuTe criricanue e B apXuB.
Odopmure yauuroxxenue aen. @opmupoBanue nena. [IpaBuna crumBaHus aed.
Odopmnenne nen s cnaun B apxuB. CocraBneHue omnuceil. Pemienue
KOHTPOJIbHOM pabOThI

IIpakTHYeckoe 3aHATHE:
BrinosiHeHNE MHIMBUAYAIBHBIX 3aJaHUMN 110 KEWcam

CamocrosiTesibHas padoTa:
M3Yy4YEeHHE MaTepuaia 1Mo KOHCTIEeKTY JIEKIIIH,
I/I3y‘-I€HI/Ie II10 OCHOBHBIM U I[OHOJ'IHI/ITGJ'IBHBII\ﬁ NCTOYHUKAM IUCIIUITIJINHBI.

3avyerT

Bcero
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3. YcaoBus peaquzanuu NporpaMMbl 0011€00pa3oBaTeIbHONH AU CUUNIMHBI

3.1. TpebdoBaHusi K MUHUMAJIbHOMY MAaTepPHAJIbLHO-TEXHHYECKOMY 00ecnedeHUI0:

Peanuzanusi mporpamMmbl JUCHUIUIMHBI TpeOyeT Haiauuusg y4dyeOHOro KabOuHETa B
cootBercTBUU ¢ PI'OC.

O¢ddexTuBHOCT, TpenoAaBaHus Kypca H3ydaeMOW AMCUUIUIMHBI 3aBUCUT OT HaJUYUS
COOTBETCTBYIOIIETO MAaTEPUATBHO-TEXHUYECKOT'O OCHAIICHUS. DTO OOBSICHSACTCS OCOOCHHOCTAMU
Kypca, B IEPBYIO OYEPE/ib €r0 MHOTO NPOGUIBHOCTHIO U MPAKTUYECKOI HAIIPaBICHHOCTBIO.
O6opynoBanue yaeOHOT0O KaOWHeTA:

- HarJsHble T0coOus (KOMIUIEKTHI Y4eOHbIX TaOUII, CTEHI0B, CXEM, TJIAaKaTOB, IIOPTPETOB
BBIJIAIOIINXCS YUEHBIX U JIP.);

- IUIaKTUUECKUe MaTepuanbl (3aJaHusi s KOHTPOJBHBIX paboT, IUisl pa3HBIX BHJIOB
OIICHOYHBIX CPEACTB U JIp.);

- TEXHUYECKHE cpeAcTBa OOydeHHUs (MEepCOHAJIbHBIA KOMIBIOTEP C JIMIEH3MOHHBIM
IPOTPaMMHBIM OOeCTieYeHHEM; MYJIbTHMEINIHBIA MPOEKTOP; MHTEPAKTUBHAS JIOCKA, BHIXOJ B
JIOKAJIbHYIO CETh);

- 3aJbl (OMOIMOTEKA, YUTATBHBIHN 3aJ C BBIXOJIOM B ceTh VIHTEpHET).

3.2. HudpopmanmnoHHoe odecneyeHne 00yueHust

1. Jns peanu3anuu TporpaMMmbl  OMONIMOTEYHBIH (OHJI 00pa30BaTEIbHON OpraHU3aHuN
JOJIKEH UMETh TIeYaTHBIE H/UIIK JIEKTPOHHBIE 00pa3oBaTelbHble U HH(POPMALIMOHHBIE PECYPCHI,
PEKOMEH/I0BaHHBIE JIJIsl UCIIOJIb30BAHUS B 00pa30BaTEIbHOM IIPOLIECCE, HE CTaplle IMATH JIET C
MOMEHTa U3JIaHusl.

2. PexomeHnayemble meyaTHble W3IAHUS 10 peaU3alH JAUCIUIUIMHBI TPEICTABICHB B
METOJUYECKIX PEKOMEHIAIUAX 110 OPTaHU3aluUd 00yUeHUS.

4. Cnmcok Jureparypbl
4.1. OcHOBHBbIE HCTOYHHKMH:
DekTpoHHO-0MOIMoTeuHast cucrema - https://znanium.ru/

4.2. HuTepHeT — pecypcsl:

1. O6pa3oBatenbHast miardopma FOpaiit https://urait.ru/search
2. https://edu.ru/ denepanbHbliit 00pa3oBaTeNbHBII TOPTAT

3. https://www.slovari.ru/default.aspx?s=0&p=221 CioBapu
4. https://olimpiada.ru/ OauMmnuaas! Mo MpeIMeTam

5. KoHTpoJb U OlleHKa Pe3y/JIbTATOB OCBOEHHS 00111€00pa30BaTe/ILHO THCHUILTHHBI

KoHTposib M OnleHKa pAaCKPBIBAKOTCS Yepe3 NUCHUIUIMHAPHBIE PE3YNbTAThl, YCBOCHHBIE
3HAaHUS U MPHUOOPETEHHBIE CTYJIEHTAaMH YMEHHS, HalpaBlieHHblE Ha (OpMHpOBaHUE OOIMIMX U
pohecCuOHATBHBIX KOMIIETEHLIUH.

Oomasi/npodeccuoHaabHast .
Tun oneHOYHBIX MepONPUATHI
KOMIIeTEeHI Ul
OK 04. D¢ dexTuBHO B3aMOAEHCTBOBATH U | Y CTHBIN omnpoc. TectupoBanue.
paboTaTh B KOJUIEKTUBE U KOMaH1e Jlunrsuctuyeckue 3anadyu. JlenoBble UIPBHI.
Keiic — 3amanmsa. Ilpoekrtsl. IIpakTuueckune
paboTbl.  BrlmonmHeHHe  HK3aMEHAIMOHHOTO.
Tecra.

OK 05. OcymectBuare  yctHyto U | [Ipaktudeckue pabotsl. KoHTposibHBIE pabOTHI.
MUCbMEHHYIO KOMMYHUKAIUIO Ha | JIUKTaHTHI. Pa3zHoypoBHeEBbIE 3aJJaHus.
rocyaapcTBeHHOM  s3blke  Poccuiickoit | Counnenust/M3noxenus/Icce I'pynmnoseie
IIPOEKTHI. WHauBuyanbHbIe IIPOEKTBHI.



https://urait.ru/search
https://edu.ru/
https://www.slovari.ru/default.aspx?s=0&p=221
https://olimpiada.ru/

Qenepanii ¢ y4eTOM  OCOOCHHOCTEM
COIIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTa

®poHTaNBHBIN onpoc. JlenoBas (posesas) urpa.
Keiic-3ananus. [enosas (ponesas) urpa. Keiic-
3a1aHus. BblnonHeHWe  3K3aMEHalMOHHOIO
TecTa.

OK 09. ITonb3oBathcs mpodeccHoHaTbHON
JIOKYMEHTAl[ell Ha TOCYJapCTBEHHOM U
HHOCTPAHHOM A3bIKaX

Counnenus/M3noxenus/Icce AHHOTaIIUHU.
Tesucel. Koncnektsl. Pedeparsr. CoolrieHust.
[IpakTrueckue paboThI. Beinonuenue

OK3aMCHAIIMOHHOI'O TECTA.

K 2.1, 11K 2.2., I[IK 2.3

YerHbii  onpoc.  PPOHTAIBHBIM  KOHTPOJIb.
NuauBunyanbHbIN KOHTPOJIb. Ananns
myOJIMYHOTO  BBICTYyIUICHHS.  [IpakTHueckue
paboTel.  BpInmoNHEHHE  AK3aMEHAIIMOHHOTO
TeCTa.

MognucaHo uudposol noanucbIo:

KpurkanoBa JIOAMUNNG kpukanosa Miogmuna
AnekcaHapoBHa AdekcauipoeHa

[ata: 2024.06.11 12:10:35 +03'00'
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