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Busuposanue PIL/] nis ncnoJiHeHNsI B 04epeiHOM y4eOHOM roay

IIpencenarens MK PHC

2023 1.

Pabouast mporpamMma nepecMoTpeHa, 00CYKAeHa U 0100peHa s
ucronHenns B 2023-2024 yueOHOM roay Ha 3aceIaHnu Kabeapsl
(x712) TamokeHHOE TIPABO H CITy>KEOHAS IEATCIBHOCTD

IIpotokom or 2023 1. Ne
3aB. kadenpoit besoreukas W.I1., kaHn. 1opu. HayK

Buzuposanue PIIJ] nns ucnoiHenusi B ouepeHoM yueOHOM rogy

IIpencenarens MK PHC

2024 1.

Pabouas nporpamma nepecMoTpeHa, 00CyKIeHa H 0100peHa IS
ucnosiHenus B 2024-2025 yueOHOM roay Ha 3aceqaHuu Kadeaps
(x712) TamokxeHHOE TIPaBO U CIIy)KeOHas AeATEILHOCTD

IIporokomor 2024r. Ne
3aB. xadenpoii besorenkas W.I1., kaux. 1opua. Hayk

Busuposanue PII/] niist ncnoJiHeHHsI B 04epeiHOM y4eOHOM roay

IIpeacenarens MK PHC

2025 1.

Pabouvas nporpamma nepecMoTpeHa, 00CyaeHa 1 0100peHa JuIst
ucnonHenus B 2025-2026 yueOHOM roay Ha 3acefaHuu Kadeapsl
(x712) TamoxeHHOE TIPaBO U CIyXeOHast AeITeTbHOCTh

IIpotokom ot 2025 . Ne
3aB. kadenpoit be3oreuxas W.I1., kauz. 1opu. HayK

Buzupoanue PIIJ] nis ucnmoiHeHus1 B 04epeHOM Y4eOHOM IOy

IIpencemarens MK PHC

2026 .

Pabouas mporpamMma nepecMOTpeHa, 00CyKIeHa B 0100peHa AT
ucnonHenus B 2026-2027 yueOHOM roly Ha 3acelaHuH Kadeapbl
(x712) Tamo>xeHHOE TIPAaBO U CIIy>kKeOHasl ASSATENEHOCTD

IIpoTokomor 2026 r. Ne
3aB. xadenpoit besorenkas V.I1., kanx. 1opua. Hayk



Pabouast nporpamMma auctuIuiHEbl - OpraHu3arys AeNONPOU3BOICTBA B TAMOKCHHBIX OpraHax

paspaborana B coorBercTBuu ¢ ®I'OC, yTBep)K/ICHHBIM NpHKa3oM MuHHcTepcTBa 00pa3oBaHus U Hayku Poccuiickoii denepanuu ot
29.10.2020 Ne 1343

Kpanuduxarus O0akxanasp

®opma oOyueHHS OYHast

OBBEM JUCHUIIVIMHBI (MOAYJISI) B 3AYETHBIX EJUHUINIAX C YKAZAHUEM KOJIMYECTBA
AKAJEMHWYECKUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIUXCA C
MPEIIOJABATEJIEM (ITO BUJIAM YUEBHBIX 3AHATHAN) U HA CAMOCTOSITEJBHYIO PABOTY
OBYYARKOIINXCSA

OO0w1as Tpy10eMKOCTh 4 3ET

YacoB 1o yueOHOMY TUIaHY 144 Bupl KOHTpOJIT B ceMecTpax:
B TOM YUCJIC: 9K3aMEHBI (CeMecTp) 8
KOHTaKTHas paboTa 72
caMoCTOsTebHas paboTa 36
4acoB Ha KOHTPOJIb 36

PacnpepeneHue 4yacoB AMcuUUNMHbLI NO cemecTpam (Kypcam)

Cemectp
(<Kypc>.<Cemec 8(4.2)
Tp Ha Kypce>) Hroro
Henens 8 4/6
Bun 3anstuit i PII VI PII

Jlexun 32 |32 |32 |32
IIpakTHueckue 32 132 |32 |32
Konrponb 8 8 8 8
CaMOCTOSITENTEHOU
paboThl

B tom yncne mar. |18 |18 (18 |18

HWroro ayn. 64 (64 |64 |64
Konrakthas 72 |72 |72 |72
pabora

Cawm. pabora 36 (36 |36 |36

Yacs! Ha koHTpONL |36 |36 |36 |36

Hrtoro 144 (144 (144 |144




1. AHHOTA LIS JUCLIUTITAHBI (MOYJIST)

1.1|®dynknum 1okyMeHTa; MpaBoBoe odecneyeHne npouecca JOKyMEHTUPOBAHHUS; CUCTEMbI JOKYMEHTAUH, HCIONIb3yeMbIE B
JIeSITeNIbHOCTH TAMOXKEHHBIX OPraHOB; JIOKYMEHTHPOBAHHUE YIIPABICHUECKONH M HHOHN MPOU3BOICTBEHHON AEATEILHOCTH
TaMO>KEHHBIX OPTaHOB; 0COOCHHOCTH O(OPMIICHHS JOKYMEHTOB, HCIOJIB3YEMBIX B MEKAYHAPOTHON MPaKTHKE
BHEIIHEAKOHOMHUYECKON eATEIbHOCTH; OpraHu3anus padoTsl C JOKYMEHTaMU B TAMOYKEHHBIX OpraHax; J0KyMEHTaJIbHbIE
nH()OPMALIOHHO—TIPABOBEIE CHCTEMBI; OCOOEHHOCTH OPTaHMU3AIMU Pa0OTHl ¢ HEKOTOPHIMH BHAMHU TOKYMEHTOB;
nHpopmaTu3anus B chepe TOKYMEHTAIIMOHHOTO 00ecIieueHns! ypaBiIeH s ; HOMEHKIATypa e, MOPSI0K IIPOBEICHUS
9KCHEPTHU3bI IEHHOCTH JOKYMEHTOB B TAMOYKEHHOM OpraHe; KilacCU(HUKAIHs CPEICTB OPITEXHUKU U UX OCHOBHBIE
XapaKTePUCTUKH; OCOOCHHOCTH UCIIOJIb30BaHMS DIICKTPOHHOM, TeierpadHOM, TeeTalHoM, (PaKCUMHIBHOM CBS3H.

2. MECTO JUCIHUATIIMHBI (MOJYJISI) B CTPYKTYPE OBPA3OBATEJILHOM IMPOT PAMMBI

Kon nuciurinHer: |Bl.B.03.07

2.1|TpedoBaHus K NpeaBaApUTEIbLHOI MOATOTOBKE 00y4aOIIErocs:

2.1.1|OCHOBBI JOKYMEHTOBEICHUS

2.1.2|HcTopus AeI0npor3BOACTBA M ApXUBHOTO Jiesia B Poccuu 1 B 3apyOeKHBIX CTpaHax

2.1.3|Beenenue B npodeccuto. [Ipakrukym no HUP

214 Z[OKyMeHTaLII/IOHHOC obecreueHne KOPIOPATUBHOI'O YIIPABJICHUA: OpTraHu3alus U TEXHOJIOI'UA

2.2| IucuMIIMHBI H PAKTHKH, IS KOTOPBIX 0CBOEHHE JAHHOM THCHHILIUHBI (MOIYJI51) HEOOXOAUMO KaK
npeJuiecTBylOIeE:

2.2.1|YmpaBnenue nmpoekraMu B IIpodeccroHaIbHON AeSTENbHOCTH

3. HEPEYEHb INTAHUPYEMBIX PE3YJbTATOB OBYYEHUS 110 JUCIUMIIVIMHE (MOYJIIO),
COOTHECEHHBIX C IVIAHUPYEMBIMH PE3YJIbTATAMU OCBOEHUSA OGPA3OBATEJILHOM ITPOI'PAMMBbI

IIK-2: cnioco0eH aHAIM3HPOBATH EHHOCTH JOKYMEHTOB €  LeJIbI0 X XPaHeHUsl

3HaTh:

MCTO)II)I OoInpeacacHusA HEHHOCTH JOKYMCHTOB

YMmeTh:

AHaJII/ISI/IpOBaTL LICHHOCTh JOKYMCHTOB C LICJIBIO UX XPAHCHUA

Baagern:

Haswixkamu AHAJIM3UPOBATh HEHHOCTH JOKYMCHTOB C LICJIBIO UX XPaHCHU

4. COAEP)KAHUE JUCIUITIJIMHBI (MOAYJIsL), CTPYKTYPUPOBAHHOE I1O TEMAM (PA3JEJIAM) C
YKA3AHHUEM OTBEJEHHOI'O HA HUX KOJIMYECTBA AKAJEMUYECKHUX YACOB 1 BUJOB YYEBHbBIX

3AHSAITUI
Kon HaunmenoBanue pa3ienoB u TeM /Bua | Cemectp / Yacos Komnerten- Jurepatypa Hure Tpuveuanne
3aHATHSA 3aHATHsA/ Kype MU PaKT.
Pazgean 1. Jlekuun
11 ®ynkuun noxkymenra. Cocrtas u 8 2 IK-2 JI1.1J12.1 J12.2 0
knaccuukaiys QyHKIHH TOKYMEHTA. JI2.3713.1 J13.2
VYnpasieHueckas GYHKIUS JOKyMEHTa. 313233
CaoticTBa nokymenra. Kiraccnguxarus
JOKyMEHTOB. JIOKyMEHT KaK UCTOUHHUK U
HocHTens nHpopMmanun. CBoiicTBa
uHpopMaimu, copepKaileiics B
JNoKyMeHTax. /JIex/
1.2 [IpaBoBoe obecneueHue npouecca 8 4 TIK-2 JI1.1J12.1 J12.2 4 AKTHBHOE
JOKyMeHTHpoBaHus. HopmaTtusHo- JI2.3J13.1 JI3.2 CIIylIaHue
MeToAnYecKas 0aza 312233

AOKYMCEHTAIITMOHHOT'O O6CCHC‘{CHI/IH
ynpasienust B PO. OCHOBHBIE TOHATHS B
cepe T0KyMEHTAIHOHHOTO
obecrieyeHus! yrpaBieHHs.
HarnmonanbHbIe cTaHIApTHI B 007aCTH
JOKYMEHTAMOHHOTO 00eCIeYeHHS
ynpasiieHusa. MexyHapoiHbIe
CTaH/APTHI 10 JETONPOU3BOACTBY.
Knaccuguxaropst
TEXHUKO-9KOHOMHYECKOH M COIUATbHON
nHdopmaru. Meroaudeckas 1 yaeOHast
JUTEpaTypa Mo IeONPOU3BOJICTBY U




1.3

CucreMsl TOKYMEHTALUH, HCTIOIb3yeMbIE B
JEeATeTbHOCTH TAMOKEHHBIX OPT'aHOB.
OpraHu3alOHHO-PACTIOPSITUTENbHAS
JOKyMEHTAIUs TAMOKEHHBIX OPTaHOB,
CIPaBOYHO-UHPOPMALTUOHHAS
JOKYMEHTAIUs TAMOKEHHBIX OPTaHOB,
JOKYMEHTAIUs 10 IMYHOMY COCTaBY B
TaMO>KCHHBIX OpraHax. TaMo)KeHHbIe
JIOKYMEHTHI KaK IT0JICHCTeMa
BHELIHETOPTrOBOIl TOKYMEHTALINH, HX
knaccudukanus. Knaccupuxatopst
TEXHUKO-I)KOHOMUYECKOM U COIMaIbHON
uHpopmaryu. X Ha3HAYCHUE U POJIb B
UH(POPMAIHOHHOM 00eCIICUeHUN
JIEATeIbHOCTH TAMOXKCHHBIX OPTaHOB,
knaccudpukanus. /Jlex/

IK-2

J1.1J12.1 J12.2
J12.3J13.1 J13.2
019233

1.4

JlokyMeHTHpOBaHUE YIIPABIEHIECKON 1
WHOM POU3BOJICTBEHHOM JICATEIbHOCTH
TaMO>KCHHBIX OPTaHOB. Y IpaBIeHYECKHE
JIOKYMEHTBI KaK MUCbMeHHast (hopma
YIIPaBIEHUECKHUX PEIICHHH, X BHIbI,
Kiaccubukanus. YHUPUITMPOBAHHAS
CHCTEMa OpraHU3aIl[HOHHO-
pacnopsauTEeNbHON TOKYMEHTAIIN
(YCOPJ). IlpaBoBast ocHOBa
ucnonszoBanus OCT P 7.0.97-2016.
TpebGoBanus U mpaBuiIa K 0QOPMIICHHIO
PEKBU3UTOB B JOKYMEHTAX TAMOKSHHBIX
OpraHoB. BIlaHKH TOKYMEHTOB TaMO>KEHHBIX
OpTaHOB U TPeOOBAHUSL, MIPEBABIACMbIC K
ux oopmienuro. TpeOoBaHHS K CTHITIO
H3JIOKCHUS PEKBU3UTA TEKCTY.
OpraHu3aoHHO- PacIoPSAUTEIbHBIE
nokymeHTsl (OP/I) B TaMOKEHHBIX OpraHax
MpaBHJIa OATOTOBKH U 0(opMIIeHHE
pekBu3uTOB. MHH)OPMAIIMOHHO-CIIPABOYHbIE
JOKYMEHTHI M TPEOOBaHMS, IPEABIBIISIEMbIE
K X opopmiieHuto. /JIex/

IK-2

JI1.1J12.1 J12.2
J12.3J713.1 J13.2
01092393

AKTHBHOE
ClIylIaHue

1.5

Oco6eHHOCTH 0OPMIICHHUS IOKYMEHTOB,
UCIIOJIb3YEMBIX B

MEXIYHapOJHOH NIPaKTUKE
BHEUTHEOKOHOMUYECKOH eI TeTbHOCTH.
Kommepueckas (aenoBasi) nepenucka.
OcobeHHOCTH 0POPMIICHUS
MEXIyHapOJHON J1eJ10BOM nepenucku. /Jlex/

[K-2

JI1.1J12.1 J12.2
J12.3]13.1 J13.2
0132353

1.6

Opranu3zanys paboThl ¢ TOKYMEHTaMH B
TaMO>KEHHBIX OpraHax. JlJokyMeHT0000pOoT B
TaMO>KEHHBIX OpPraHax: coJiep>KaHue
(OKYMEHTONOTOKH), 3Talbl, CPECTBA
MoaenvpoBanus. O0mue TpeOOBaHUS U
CHCTEMHBIH MOAXOM K YIPaBICHUIO
JIOKYMEHTaMH B TAMOKEHHBIX OpraHax.
CucTeMHBIi TOAX0] K YIIPaBJIEHHIO
JIOKYMEHTaMH B TAMOKEHHBIX OpraHax.
KoHTponb ncnonHeHus 10KyMEHTOB B
TaMOXKEHHBIX OpraHax. /Jlek/

[K-2

JI1.1J12.1 J12.2
JI2.3J13.1 J13.2
013233

1.7

JlokyMeHTalbHbIE HHPOPMAIIMOHHO—
MpaBoBbIE CUCTEMBI. [loHsTHE U

3¢ exTuBHOCTH pabOTHI
«1H(}OPMALIMOHHO-TIOUCKOBOH CUCTEMBI»
(UIIC). Cxema paboTh
UHPOPMAIIOHHO-TIOMCKOBOM CHCTEMbI
UIIC. /Jlex/

MK-2

J1.1J12.1 J12.2
JI2.3J13.1 J13.2
019233




1.8

Oco0eHHOCTH OpraHu3aluy paboThl ¢
HEKOTOPBIMH BHIAAMHU TOKYMCHTOB.
OpraHu3anys JeI0NpOU3BOACTBA 10
paboTe ¢ YCTHBIMH M ITHCEMEHHBIMH
obpateHus MU rpaxkaad. [Topsaok u cpoku
PacCMOTPEHHS 3asBIICHUN TPaK/IaH B
ciydae 00)KaloBaHUsI UMH PEILICHUS,
nercTBus (0e3/1efCTBUS) TAMOXKCHHBIX
OpTaHOB U UX

JOJDKHOCTHBIX JHL. /JIex/

IK-2

J1.1J12.1 J12.2
J12.3J13.1 J13.2
213233

1.9

Nudopmarusanus B chepe
JOKYMEHTAIIMOHHOTO 00eCTIeYCHHS
ympasnenus. Mapopmarusanus u
ABTOMATH3ALHS [IPOLIECCOB PabOTHI €
YIIPaBJICHYCCKUMHI JOKYMEHTaMU B
TaMOXXEHHBIX opranax. Cucrema
3NIEKTPOHHOTO JJOKYMEHT0000pOoTa B
TaMOXXCHHBIX OpraHax. ABTOMAaTH3aIUs
JICITIONIPON3BOCTBA B TAMOKEHHBIX
opraHax — KaKk OTpaKeHHe
COBEPLICHCTBOBAHMS TAMOXKEHHOT'O
a[IMAHHUCTPUPOBAHUS — DIEKTPOHHOE
nexnapupoBanue. /Jlex/

IK-2

J1.1J12.1 J12.2
J12.3J13.1 JI3.2
213233

1.10

Howmenknartypa nen. Buabl, poib U
Ha3Ha4YCHHE HOMEHKIIATYPBI Ie] B
JIeITeTbHOCTH TAMOXKEHHBIX OPraHOB,
cxema noctpoeHusi. DopMupoBaHHE AT
Odopmnenne nen. Cpoku XpaHEHHUs €.
/JTex/

[K-2

J1.1J12.1 J12.2
J12.3]13.1 J13.2
213233

111

Topsinok mpoBeeHNs SKCIIEPTU3BI
LEHHOCTH JIOKYMEHTOB B TAMO>XEHHOM
opraHe. ApXUBBI TAMOYKEHHBIX OPTaHOB, UX
3a1auu v GyHKUMU. [IpUHIMIIEL, KpUTEPUT
Y 9TAITBl OKCIIEPTU3BI IIEHHOCTH
JIOKYMEHTOB TaMOKCHHBIX OPT'aHOB.
OxcnepTtHbe Komuccnu (DK) TamoxeHHbBIX
OpraHoB: 3a7a4H, GYHKLUH, OPTaHH3aLUs
pabortsl. [Topsiiok nepeaayu Aen B apxXuB
TaMO>KEHHOTO opraHa. Briemka, u3psrue
JIeTI U3 apXuBa TAMOXEHHOTO OpraHa.

/JTex/

IK-2

J1.1J12.1 J12.2
J12.3J713.1 J13.2
015233

1.12

Knaccudukanus cpeacTB OPrTeXHUKH U UX
OCHOBHBIC Xapakrepuctuku. CpencTsa
OPTTEXHUKH KaK dJIEMEHT
YIIPABICHYECKOTO TPY/a B TAMOXKCHHBIX
opranax. Buzbl CpeiCTB OPTTEXHUKH U UX
OCHOBHBIE XapaKTepUCTHKH. /JIek/

[K-2

JI1.1J12.1 J12.2
J12.3J13.1 JI3.2
213233

1.13

OCc00EHHOCTH UCIIOJIb30BAHUS
3JIEKTPOHHOM, TenerpadHoi, TejaeTailimHoM,
(hakcumMuIIbHOM cBsA3U. [ToATMHHOCTD
JIOKYMEHTOB, TIepe/IaBacMbIX JTaHHBIMH
cpenctBamu cBsizu. OcOOEHHOCTH
oopMIICHHUS U TIepeiada TeJerpamm,
TeneTaimnorpamm, (hakcorpamm,
tenedonorpamm. /JIex/

[K-2

J1.1J12.1 J12.2
JI2.3J13.1 J13.2
013233

Paznen 2. [IpakTHyeckue 3aHATHS

2.1

Oynkuun gokymenTa. CocraB u
Knaccuukanus GyHKIUH TOKYMEHTA.
VYpasnendeckas QyHKIUS JOKYMEHTA.
CaoiicTBa nokymenTa. Kinaccuduxarus
JOKYMEHTOB. JIOKyMEHT KaK UCTOUHHK U
HocuTenb nHpopmanuu. CBoiicTBa
uH(opMaIMH, cogepKalleics B
nokymenrax. /I1p/

MK-2

J1.1J12.1 J12.2
JI2.3J13.1 J13.2
213233




2.2

ITpaBoBoe obecnedeHne mporecca
noxkyMeHTupoanus. HopmarusHo-
MeTonuueckas 6a3a JOKYMEHTAMOHHOTO
obecnieueHus ynpasieHus B PO. OcHoBHBIC
MOHSTHUS B chepe JOKYMEHTAHOHHOTO
obecrieyeHus ynpasieHus. HanponansHble
CTaH/IapTHI B 00JIACTH JOKYMEHTAIIMOHHOTO
oOecrieyeHus ynpaBJieHusI.
MexyHapOHbIE CTAHAAPTHI 10
nenonpou3BoacTBy. Kinaccupuxarops
TEXHUKO-IKOHOMHYECKOH U COIUATbHOMN
uHpopmaiuu. Meronuueckas U ydeOHast
JIUTEpaTypa Mo JeJIONPOU3BOJICTBY U
apxuBHOMY neny. /TTp/

IK-2

J1.1J12.1 J12.2
J12.3J13.1 J13.2
019233

paboTa B ManbIx
Tpymmax

2.3

CucreMbl JOKYMEHTAIIUH, HCTIOIb3yEMbIC B
JEATETbHOCTH TAMOYKCHHBIX OPTaHOB.
OpraHu3aoHHO-PaCIOPSAUTEIbHASL
JOKYMEHTAIUS] TAMOYKCHHBIX OPraHOB,
CIPaBOYHO-HH(YOPMALHOHHAS
JOKYMEHTAIIMS] TAMOYKEHHBIX OPraHOB,
JOKYMEHTALHS TI0 JTHYHOMY COCTaBy B
TaMO)KEHHBIX OpraHax. TaMO)KeHHbIE
JOKYMEHTHI KaK MMOJICHCTeMa
BHEIITHETOPTOBOM JOKYMEHTAIINH, UX
knaccudukanus. Kiaccudukarops
TEXHUKO-IKOHOMHUYECKOH U COIHATbHOMN
nabopmanu. X Ha3HAYCHHE U POJIb B
HH(OPMALOHHOM 00ECIICUCHIH
JeATETHbHOCTH TAMOYKCHHBIX OPTaHOB,
knaccugukarwys. /TIp/

IK-2

JI1.1J12.1 J12.2
J12.3J713.1 J13.2
01092393

24

JIOKyMEHTHPOBAHUE YIPABICHUSCKOH U
WHOM NPON3BOJICTBEHHOHN JESITENILHOCTH
TaMOXCHHBIX OPTaHOB. YTIPAaBICHYECKHE
JOKYMEHTHI KaK MICbMEHHas popma
YIIPaBJICHUECKUX PEIICHUH, UX BHIbI,
knaccupukanys. YHUPUIMPOBAHHAS
CHCTEMa OpraHU3alHOHHO-
pacnopsIUTEebHON TOKYMEHTALNH
(YCOPJ). ITpaBoBas ocHoBa
ucrions3oBanus [OCT P 7.0.97-2016.
TpebGoBanus 1 paBuia K 0POPMIICHUIO
PEKBH3HUTOB B JOKYMEHTaX TAMOKEHHBIX
opraHoB. BaHK# JOKYMEHTOB TaMOYKEHHBIX
OpraHoB U TPeOOBAHUS, TIPEIbSBIEMBIE K
nx opopmiieHuto. TpeOGoBaHUs K CTUIIIO
W3JI0KEHUS PEKBU3ZUTA KTEKCTY.
OpraHu3anoHHO- PAaCIOPSAUTEIIbHBIC
nokyMeHTHI (OPJ]) B TaMOXEHHBIX OpraHax
MpaBHJIa TOATOTOBKHU U 0(OpMIICHHE
pexBu3uTOB. H(OPMAIHOHHO-CTIPABOYHbIC
JOKYMEHTHI B TpeOOBaHMS, IPEABIBISIEMbIE
K ux opopmitenuto. /Tp/

[K-2

JI1.1J12.1 J12.2
J12.3]13.1 J13.2
013233

pabota B MaJbIX
rpymmax

2.5

Oco6eHHOCTH 0OPMIICHHS TOKYMEHTOB,
HCTIOJIb3YEMbIX B MEXYHAPOTHOM ITPAKTHUKE
BHELTHEAKOHOMHUYECKOH NeSITeTbHOCTH.
Kommepueckas (zenoBasi) nepenucka.
OcobenHocTH 0hOPMIICHUS
MEXIYHAPOJHOM JenoBoii nepemucku. /I1p/

[K-2

JI1.1J12.1 J12.2
J12.3J713.1 JI3.2
0132233

Juckyccun




2.6

Opranu3zanyst paboThl ¢ TOKYMEHTaMH B
TaMO>KEHHBIX OpraHax. JIoKyMeHT0000pOT
B TAMO>KEHHBIX OpraHax: coJlepXaHue
(1OKYMEHTOIIOTOKH), ATaIbl, CPEICTBA
MojenupoBanusi. O0uue TpedoBaHUs U
CHCTEMHBIH MOAXOM K YIPaBICHUIO
JIOKYMEHTaMH B TAMOKEHHBIX OpraHax.
CucTeMHBIN OJIX0]] K YIIPABICHUIO
JIOKYMEHTaMH B TAMOKEHHBIX OpraHax.
KoHTpoJb UCTIONHEHNS TOKYyMEHTOB B
TaMO>XeHHBIX oprasax. /I1p/

IK-2

J1.1J12.1 J12.2
J12.3]713.1 J13.2
213233

2.7

JlokyMeHTanbpHbIe HHOPMAHOHHO—
MPaBOBBIE CUCTEMBIL. [TOHATHE U
3(hGEKTUBHOCTH pabOTHI
«IH()OPMATUOHHO-TIOMCKOBOI CHCTEMBD)
(UTIC). Cxema paboThI
UH()OPMAIIOHHO-TIOMCKOBOM CHCTEMBI
UTIC. /TIp/

IK-2

J1.1J12.1 J12.2
J12.3J713.1 J13.2
0105233

2.8

OCOOCHHOCTH OpraHu3aIMy paboTHI C
HEKOTOPBIMH BUJIAMHU TOKYMEHTOB.
OpraHu3anys JeI0POU3BOJICTBA 10
paboTe ¢ YCTHBIMHU U TUCHbMEHHBIMHU
obpamenusmu rpaxkaad. [lopsmox u cpoku
paccMOTpeHus 3asBICHUN TPaX/iaH B
cirydae 00)KaJIOBaHUS UMH PEIICHUS,
neiicTBus (0e31efiCTBUS) TAMOKEHHBIX
OpraHOB U MX JOJDKHOCTHBIX Juil. /TIp/

IK-2

J1.1J12.1 J12.2
J12.3J713.1 J13.2
013233

2.9

MNudopmaruzanus B chepe
JIOKyMEHTAIIMOHHOTO 00eCIeYeHUsI
yrpasnenus. Uadopmarusamms u
ABTOMATH3AIMs MIPOLIECCOB PabOTHI C
YIIPaBICHYCCKAUMHU JOKYMEHTAMU B
TaMOXKeHHBIX opraHax. Cucrema
ANIEKTPOHHOTO JOKYMEHTO000pOTa B
TAMOXKEHHBIX OpraHax. ABTOMATH3AIlHsI
JIEJIONIPOU3BO/ICTBA B TAMOYKCHHBIX OpraHax
— Kak OTpa)kKeHHEe COBEPIICHCTBOBAHMS
TAMOXKEHHOTO aJIMUHUCTPUPOBAHUS —
DnekTpoHHoe nexiaapuposanue. /T1p/

IK-2

J1.1J12.1 J12.2
J12.3J713.1 J13.2
013233

2.10

Howmenknarypa nen. Bunel, poisb u
Ha3HAYeHHE HOMEHKJIATYypHI A€l B

e TEIbHOCTH TAMOXKEHHBIX OPTaHOB,
cxema noctpoenus. DopmupoBanue aed.
Odopminenne nen. Cpoku XpaHEHHUs eI,
Mp/

IK-2

J1.1J12.1 J12.2
JI2.3J13.1 J13.2
013233

2.11

Topsinok MpoBeIeHNS IKCIIEPTUIBI
LEHHOCTH JIOKYMEHTOB B TAMOXEHHOM
opraHe. ApXHBBI TAMOKEHHBIX OPTaHOB, UX
3a1auu ¥ QyHKUMU. [IpUHIMITBL, KpUTEPUT
U 3Talbl 3KCHEPTHU3bI LIEHHOCTH
JIOKYMEHTOB TaMOKCHHBIX OPT'aHOB.
OkcneprHble Komuccnu (OK) TamMoxeHHBIX
OpraHoB: 3a7a4H, (YHKIUK, OPTaHU3ALNS
paborsl. [Topsinok nepenauu e B apXuB
TaMOXXCHHOTO OopraHa. Beiemka, nuzbsitue
JIeTI U3 apXuBa TaMOXXeHHOro opraHsa. /IIp/

IK-2

J1.1J12.1 J12.2
JI2.3J13.1 J13.2
013233

paboTa B MaIbIx
rpymnmax

2.12

Krnaccugukanus cpencts OprreXHUKH U UX
OCHOBHBIE XapakTepucTuku. Cpeacrsa
OPITEXHHUKH KaK JIEMEHT YIPaBICHIECKOTO
TpyZa B TAMOXXEHHBIX OpraHax. Buel
CPEZICTB OPTTEXHUKH U X OCHOBHEIE
xapaktepuctik. /I1p/

IK-2

J1.1J12.1 J12.2
JI2.3J13.1 JI3.2
213233




2.13

OCO0EHHOCTH UCII0JIb30BaHUS JIEKTPOHHOMH,
TesnerpadHoOi, TeneTanmHoM, (HaKCUMUIBHOM
cBs3U. [T0/UTMHHOCTH TOKYMEHTOB,
nepeaBaeMbIX JAHHBIMHU CPEICTBAMHU CBSI3H.
OcobennHocty 0hopMIIEHHS U Iepeiada
TeJerpamm, TejeTainorpamm, hakcorpamm,
tenedonorpamm. /I1p/

IK-2

J1.1J12.1 J12.2
J12.3J13.1 J13.2
213233

Paznen 3. CamocTosiTesbHast padoTa

31

Oynkuuu goxkymenra. Coctas u
knaccupukaiys QyHKIUN TOKYMEHTA.
VYnpasneHnueckast QyHKIHS JOKYMEHTA.
CoiicTBa nokymenTa. Knaccudukarus
JOKYMEHTOB. JIOKyMEHT KaK UCTOYHUK U
HocuTenb uHpopmanuu. CBoiicTBa
HHPOPMALUH, COJIepIKaIlIeiCs B
nokymenrax. /Cp/

IK-2

J1.1J12.1 J12.2
J12.3]13.1 JI3.2
213233

3.2

ITpaBoBoOE obecneueHue npouecca
noKkyMeHTupoBanus. HopmarusHo-
MeToauueckas 6a3a JOKYMEHTALHOHHOTO
obecnieuenus ynpasieHus B PO. OcHoBHBIC
MIOHATHS B cepe TOKYMEHTAIIHOHHOTO
obecrieyeHus yrnpasieHus. HarmonansHble
CTaHJapTHI B 00JACTH TIOKYMEHTAIIHOHHOTO
oOecrieyeHus ynpaBJIeHusI.
MexayHapoIHbIe CTaHIAPThI 10
Jenonpou3BoAcTBy. Kiaccupukaropst
TEXHUKO-9KOHOMHUYECKOI U COIAIIbHOM
uHpopmaimi. Meroauueckas u ydeOHast
JITepaTypa Mo JIeJIONPOU3BOJICTBY U
apxuBHOMY aeiny. /Cp/

IK-2

J1.1J12.1 J12.2
J12.3]13.1 JI3.2
213233

3.3

CucreMbl JOKYMEHTAIIUH, HCTIOIb3yeMbIC B
JESATEILHOCTH TAMOXKCHHBIX OPTaHOB.
OpraHu3anoHHO-PaCIOPSAUTEIbHASL
JOKYMEHTALsI TAMOYKCHHBIX OPIaHOB,
CIPaBOYHO-HH(YOPMAIHOHHAS
JOKYMEHTALsI TAMOYKCHHBIX OPIaHOB,
JOKYMEHTALHS TI0 JTUYHOMY COCTaBy B
TaMOXXCHHBIX OpraHax. TaMoXeHHbIC
JOKYMEHTHI KaK MMOJICHCTEMa
BHEIITHETOPTOBOM JJOKYMEHTAIINH, X
knaccupukanus. Knaccupuxaropsl
TEXHHUKO-IKOHOMHYECKON U COLHAIIBHON
nHpopmaruu. X Ha3HAYCHHUE U POJIb B
MHPOPMAITUOHHOM 00ECIICUCHUH
JESATEILHOCTH TAMOXKCHHBIX OPTaHOB,
knaccudukarms. /Cp/

IK-2

J1.1J12.1 J12.2
J12.3J713.1 J13.2
013233




3.4

JIOKyMEHTHPOBAHHUE YIPaBICHUSCKON U
HWHOW MPOU3BOJCTBEHHOH 1EATETHHOCTH
TaMO>KCHHBIX OPTaHOB. Y IPaBICHICCKUE
JOKYMEHTHI KaK MICbMEHHas popma
YIIPaBJICHUSCKUX PEIICHUH, UX BHJIbI,
kinaccupukanys. YHUPUIMPOBAHHAS
CHCTeMa OpraHU3aIIOHHO-
pacnopsauTeNTbHON TOKYMEHTALNH
(YCOPJ). ITpaBoBas ocHoBa
ucnions3oBanus [OCT P 7.0.97-2016.
TpeboBaHUs U TIPaBUIa K OPOPMIICHUIO
PEKBH3UTOB B JOKYMEHTaX TaMO>KEHHBIX
OpraHoB. biaHKu JOKyMEHTOB TAMOKSHHBIX
OPraHoB U TPeOOBaHUS, IPEIbSBIIEMBIE K
ux odopmiieHuro. TpeGoBaHHS K CTHIIIO
U3JI0KEHUS PEKBU3UTA KTEKCTY.
OpraHu3aoHHO- PaCOPSIUTEIbHbIC
nokyMmeHTsl (OPJI) B TaMOYKEHHBIX OpraHax
IIpaBHJIa HOATOTOBKHU U 0(opMIIeHHE
pekBU3UTOB. HMOPMaAIMOHHO-CIIPABOYHBIE
JOKYMEHTHI M TpeOOBaHNS, IPEAbSIBISIEMbIS
K ux opopmitenuto. /Cp/

IK-2

J1.1J12.1 J12.2
J12.3]713.1 J13.2
213233

3.5

Oco6eHHoCTH 0OPMIICHHUS JIOKYMEHTOB,
WCTIONB3YEMBIX B MEXTyHAPOIHOM
MPaKTHKE BHEITHEOKOHOMHYECKOH
nesitensHOCTH. KoMMepueckast (memoBast)
nepenucka. Oco6eHHOCTH 0opMIIEHUS
MEXyHApOIHOM JIeioBo# nepenucku. /Cp/

[K-2

J1.1J12.1 J12.2
J12.3]13.1 J13.2
213233

3.6

Opranuzanys paboThl ¢ JOKyMEHTaMU B
TaMOXXEHHBIX opraHax. JJokyMeHT0000poT B
TaMO>KEHHBIX OpraHax: cojiepKaHue
(TOKyMEHTOTIOTOKH), STAIIBI, CPEICTBA
MozenupoBanus. O6muue TpeboBaHus U
CHUCTEMHBIH MTOJX0M K YIPABICHHIO
AOKYMEHTAMHU B TaMOKCHHBIX OpraHax.
CHCTEeMHBIH MOIXO0[ K YIIPaBICHHIO
JOKyMEHTaMHU B TAMOYKEHHBIX OpraHax.
KOHTpOJ'H) HCTIOJIHCHUS NTOKYMCEHTOB B
TaMOXEHHBIX opraHax. /Cp/

[K-2

J1.1J12.1 J12.2
J12.3]13.1 J13.2
213233

3.7

JlokyMeHTaIbHbIe HHPOPMALIMOHHO—
MpaBOBbIE CUCTEMBI. [TOHATHE U

3¢ GEKTUBHOCTD PaOOTHI
«MH()OPMAITHOHHO-TIOMCKOBOH CHCTEMBD)
(UTIC). Cxema paboThI
UH()OPMAITHOHHO-TIOMCKOBOH CHCTEMBI
UIIC. /Cp/

IK-2

J1.1J12.1 J12.2
JI2.3J13.1 J13.2
013233

3.8

Oco0eHHOCTH OpraHu3aluy padoThl ¢
HEKOTOPHIMHU BHJIAMH JOKYMEHTOB.
Opranu3zanus JeI0npor3BOICTBA 10 padoTe
C YCTHBIMH U IUCbMEHHBIMHU 00paIlieHUIMHU
rpaxnas. [Iopsok U CpOKK pacCMOTpPEHHS
3asBJICHUN rpaXkJiaH B CiIyyae 00KajJoBaHHs
HMH pelleHus, ieicTBUs (O6e3neiicTBus)
TaMOYKCHHBIX OPT'aHOB U MX JIOJDKHOCTHBIX
s, /Cp/

[K-2

JI1.1J12.1 J12.2
JI2.3J13.1 JI3.2
019233




3.9

Wundopmaruszanus B cdhepe
JOKyMEHTaLlHOHHOTO 00eCIIeueHHs
ynpasneHus. MHpopmaTuzanus u
ABTOMATHU3ALMsI POLIECCOB PabOTHI €
yIpaBJIeHYECKIMH JTOKYMEHTaMH B
TaMOXXeHHBIX opraHax. Cucrema
3NIEKTPOHHOTO JOKYMEHT0000pOTa B
TaMOXKEHHBIX OpraHax. ABTOMaTH3alHs
JIeOIIPOU3BO/ICTBA B TAMOXKCHHBIX
OpraHax — Kak OTpaKeHHe
COBEPIICHCTBOBAHHS TAMOXKECHHOTO
aIMUHUCTPUPOBAHUS — DIEKTPOHHOE
Jexnapuposanue. /Cp/

IK-2

J1.1J12.1 J12.2
J12.3]13.1 JI3.2
019233

3.10

Howmenknarypa nen. Bugst, pois u
Ha3HA4eHHE HOMEHKJIATYpPHI JIE)l B
JEATeIbHOCTH TAMOXKEHHBIX OPraHOB,
cxema nocrpoenus. PopMupoBaHue Jel.
Odopmnenue gen. Cpoku XpaHeHUs Jell.
/Cp/

IK-2

JI1.1J12.1 J12.2
J12.3]13.1 JI3.2
0109233

3.11

[MopsoK MpOBEACHUS SKCIEPTH3BI
LEHHOCTH TOKYMEHTOB B TAMOXKEHHOM
opraHe. ApXUBbBI TAMOXKEHHBIX OPTaHOB, UX
3agaqn ¥ GyHKIWU. [[pUHIUITEL, KpUTEPHU
1 9Tambl 3KCIEPTU3bI IIEHHOCTH
JOKyMEHTOB TAMOYKEHHBIX OPTaHOB.
Okcneprhble komuccnu (OK) TaMokeHHBIX
OPTaHoOB: 33734, GYHKIMH, OpTaHH3aIHS
pabotsl. [Topsiok nepeaayu aen B apXuB
TaMO>KEHHOTO opraHa. BrleMka, n3psarue
JIeJT U3 apXuBa TaMOXXeHHOro oprana. /Cp/

[K-2

JI1.1J12.1 J12.2
J12.3]J13.1 JI3.2
013233

3.12

Krnaccugukanus cpeacTB OPrTEXHUKH U UX
OCHOBHBIC Xapaktepuctuku. Cpencrsa
OPITEXHUKH KaK JICMEHT
YIIPABICHYECKOTO TPY/Ia B TAMOKEHHBIX
opraHax. Buipl CpeicTB OPTTEXHUKH U UX
OCHOBHBIC XapakTepucTuku. /Cp/

[K-2

JI1.1J12.1 J12.2
J12.3]J13.1 JI3.2
213233

3.13

OC0o0EHHOCTH UCIIOIb30BaHUS
9JIEKTPOHHOH, TenerpadHOM, TeIeTalHOM,
(daxcuMuIbHOM cBsi3u. [ToIMHHOCTD
JOKYMEHTOB, TIepe/laBaeMbIX TaHHBIMU
cpencrBamu cBs3u. OcoOeHHOCTH
odopMIIeHHUS U TTepeiada Tererpamm,
TesleTalnorpamMM, Gakcorpamm,
tenedonorpamm. /Cp/

[K-2

JI1.1J12.1 J12.2
J12.3J13.1 JI3.2
013233

Paznen 4. Yacbl Ha KOHTPOJIB

4.1

Dx3amen /Ox3amen/
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IK-2

JI1.1J12.1 J12.2
JI2.3J13.1 JI3.2
0103233

5. OIEHOYHBIE MATEPHUAJIBI JJISI TPOBEJAEHUS ITIPOMEKYTOYHOM ATTECTALIAA

Pa3MmeiieHbl B NPUWIOKCHUH

6. YYHEBHO-METOJNYECKOE 1 THO®OPMAINIMOHHOE OBECHEYEHUE JUCHUIIJIMHBI (MOJY JIS)

6.1. Pexomenayemas iuTepatypa

6.1.1. IlepeueHb OCHOBHOIi IMTEPaTYPhI, HEOOXOAUMOIi 115l 0CBOCHUS TMCHHMILIUHBI (MOYJIs1)

ABTOpI)I, COCTaBUTECIIN

3arnaBue

I/IS,E[aTCJ'H:CTBO, rong

3yea K.A. OCHOBBI JOKYMEHTOO0OPOTA B TAMOXKEHHOM JIENe: METO/I.

YKa3zaHusa

2019,

Xabaposck: M3a-so IBI'YIIC,

6.1.2. IlepeyeHb TOMOIHUTENLHOI JUTEPATYPbI, HEOOXOAUMOIi NI 0CBOECHHS TUCHUTLINHBI (MOILYJIs)

ABTOpI)I, COCTaBUTECIIN

3arnaBue

I/ISHaTCHBCTBO, rong




ABTOpBI, COCTaBUTEIH 3arnaBue WznarenscTBo, TOX
J12.1 TpancnopTHOE TIPaBo: KypHAI 'y
J12.2 Mup Tpancnopra: KypHan 'y
JI2.3 |I'yryeBa T. A. KondunennuanpsHoe JeI00pou3BoJCTBO: YueOHOoe ocodue Mocksa: OOO "HayuHo-
m3natenbekuit neHTp MHOPA-
M", 2017,
http://znanium.com/go.php?
id=766722
6.1.3. IlepeueHnb yueGHO-MeTOAUYECKOT0 00ecniedeHHs AJIsl CAMOCTOSITeJILHOM PadoThl 00y4aIOUINXCSI 10 AMCHUIIUHE
(Mony.r0)
ABTOPBI, COCTaBUTENHN 3arnaBue W3narenscTBO, TOI
JI3.1 |Mycatos P. U. KanmpoBoe nerxonponsBoacTso Mocksa: JIabopaTopust KHUTH,
2012,
http://biblioclub.ru/index.php?
page=book&id=141262
JI3.2 |Crapkoga E.1O. Jemnonpon3BoactBo: JJOKyMeHTHPOBAaHUE M OpPTraHU3AIs Xabaposck: M3n-so ABTVIIC,
paboThI ¢ JOKYMEHTaMH: METO/. YKa3. 110 BHIIIOJIHEHUIO 2015,
KOHTPOJIBHOM PabOTHI 7Sl OaKaliaBpoOB

6.2. [Tepeyennb pecypcoB HHGOPMAMOHHO-TEJIEKOMMYHHKANHOHHO# ceTH "MHTEepHET", HEOOXOAUMBIX /IJIsl OCBOECHHS
JUCIHUITUHBI (MOTYJI5)

31 |[JIy3una, T. B. OcHOBBI JOKyMEHTOOOOPOTA B TAMOXKEHHBIX OpraHax B 2 4. HacTs 1 : ISBN 978-5-534-02588-0. —
yuebHoe nocobue st By3oB / T. B. Jly3una, C. C. PemernukoBa. — MoOCKBa : Tekcer : anexkrponHslit // IBC
MznarensctBo HOpaiit, 2019. — 291 ¢. — (Cnenuanucr). IOpaiir [caiit]. — URL:

https://www.biblio-
online.ru/bcode/437341 (nara
obpamenust: 06.06.2019).

32 |Jlyzuna, T. B. OcHOBBI JOKYMEHTO000OpOTa B TAMOXEHHBIX OpraHax B 2 4. Yacts 2 : ISBN 978-5-534-02589-7. —
yuebHoe nocobue st By3oB / T. B. Jly3una, C. C. PemerHukoBa. — MoOCKBa : Tekcer : anexkrponnsiit / IBC
MznarensctBo HOpaiit, 2019. — 261 c. — (Cnenuanucr). IOpaiir [caiit]. — URL:

https://www.biblio-
online.ru/bcode/438391 (nara
obpamienus: 06.06.2019).

D3  |Hopouwuna, JI. A. OpraHu3anusi ¥ TEXHOJIOTHS JTOKYMEHTAIHOHHOTO 00eCIICUCHHUS ISBN 978-5-534-04568-0. —
yIpaBieHUs : yueOHUK U MIPAaKTUKYM IS akajieMudeckoro Oakanaspuata / JI. A. Texcer : anextponHsli // DBC
Hoponwuna, B. C. UputnkoBa. — Mocksa : U3narensctBo FOpaiit, 2019. — 233 c. —  |FOpaiit [caiit]. — URL:
(bakanaBp. AkaeMHYECKHI KypC). https://www.biblio-

online.ru/bcode/433078 (nara
obparuenus: 06.06.2019).

6.3 IlepevyeHb NHGOPMALMOHHBIX TEXHOJIOTHIi, HCIOJIb3yeMbIX NPH OCYIECTBIEHUH 00Pa30BATEILHOIO NpoLecca mno
AUCOHIUTAHE (MOIYJII0), BKIWYAs NMepevyeHb NPOrPaMMHOTro ofecriedeHnss 1 HH(POPMAINOHHBIX CIPABOYHBIX CHCTEM
(mpu HEOOXOTUMOCTH)

6.3.1 [lepeyenr MpOrpaMMHOro odecneyeHust

Windows XP - OnepaunonHnas cucrema, . 46107380

Office Pro Plus 2007 - ITakeT ouCHBIX TIporpaMm, ni.45525415

AwntuBupyc Kaspersky Endpoint Security mis 6uzneca — Pacimpennsiit Russian Edition - AHTHBUpYCHAs 3a111Ta, KOHTPAKT 469
JIBI'YIIC

Free Conference Call (cBoOoHast TuLIEH3US)

Zoom (cBoOOIHAs TULEH3US)

6.3.2 Tlepeyenb HHGOPMALMOHHBIX CIPABOYHBIX CHCTEM

IMpodeccronanpHas 6a3a qaHHBIX, HHPOPMAIIMOHHO-CIIpaBOYHas cuctema [apanr - http://www.garant.ru

IMpodeccuonanbHas 6a3a qaHHBIX, HHPOPMAIIMOHHO-CIIpaBouHas ciuctema KoncymsrantlLiroc - http://www.consultant.ru

7. ONMCAHUE MATEPHUAJIbHO-TEXHUYECKOW BA3bl, HEOEXOJIAMOM 51 OCYIECTBJIEHUSA
OBPA3OBATEJIBHOI'O TIPOIIECCA MO JUCIHUIVIMHE (MOAYJIIO)

Aynutopus Haznauenue OcHareHne

3536 YdeOHas aymuTopust UTs TaOOPATOPHBIX KOMIUIEKT y4eOHOI MeOeNn: CTOIBI, CTYJIbS, TOCKA.
3aHATHIl, TPYIIIOBBIX U HHIWBHIYAIbHBIX
KOHCYJIbTAIMi{, TEKYIIIEro KOHTPOJIS 1
IPOMEKYTOYHOMH aTTECTAIHN.

3534 YueOHas aymuTopus T MPOBEACHUS OcHalleHHOCTh: KOMILJIEKT Y4eOHOM MeOesu, JocKa MapKepHas, mpuoop
abopaTOPHBIX U MPAKTUIECKIX 3aHATHI, JIocMOTpoBEIH "Peryna", koMIUIeKe anmnapaTHO-IIPOrpaMMHbBIH
TPYIOBBIX H WHIVNBHIYAIFHBIX KOHCYIbTAINA, |MOOWIBHBIN "Peryna", nepconansueril nosumerp AI'K-AT2140,




Aynuropus Haznauenue OcHaiuenue
TEKYILETO KOHTPOJIS U IPOMEKYTOTHON MOPTAaTUBHBIA METANIOAETEKTOp Smart Scan, HHTEPAKTHBHBIIN CTEH/I-
arrecranud. Jlaboparopus "DneKTpoHHOE tpenaxep "Knaccudukanus nocmorposoii rexuuku", 10
JIEKJIapUPOBaHUE TOBAPOB U TEXHUYECKHE "Anpra-I'T/1".
CpeACTBa TAMOXKEHHOT'O KOHTPOJIA". Texanueckne cpencraa obydenus: I1K, cereBoii mpuHTep, NepeHOCHOH
452 YueOHas ayAUTOpUs AT IPOBEICHUS 3aHATUI 9KpaH, MyJIbTUMEIUANIPOCKTOP, KOMIUIEKT yueOHOU MeOenH, MeIoBas
JIEKIHOHHOTO THIA JIOCKa

8. METOAUYECKHUE MATEPHUAJIBI 1JI1 OBYYAIOIIIUXCA ITIO OCBOEHUIO JUCHUIIIMHBI (MOJY JIA)

Meronuueckue ykazaHus

1. Pabota o0y4arommxcs J0/KHa ObITh OPraHU30BaHA C YYETOM BPEMEHHU M3YYCHUsI TOW WUIIK MHOW TEMBI [0 y4eOHOMY IUIaHYy.
OcHOBHO# (hopMOit KOHTPOJISI 38 CAMOCTOSATENILHOM pab0TON 00YJYAIONINKCS SBISIFOTCS MPAKTHUSCKUE 3aHITHS, a TAKKE
eKCHeIeIbHBIC KOHCYIIBTALMH [penoaBareist. PaboTa 1o MoAroToBke K CEMHHAPCKUM 3aHITHIM BKIIOYAeT paboTy Haj
npeiaraeMbIMU BOIPOCAMH U 33JJaHUSIMU K TeMaM 3a/IaHH.

MeToaudyecKiue pEeKOMEHAUH 0 TTOITOTOBKE K CEMHHAPCKUM 3aHATHSM.

Lenb ceMUHAPCKUX TPAKTHYECKUX 3aHATHH, IIPOBOMMMBIX IO AUCHHIUTHHE «OpraHu3amus IeI0MPOM3BOICTBA B TAMOKEHHBIX
opraHax» - yriyOJieHHue U 3aKperyIeHHe TeOPETUUSCKUX 3HAHUM, TIOyIEeHHBIX CTYICHTAMH Ha MPAKTUYECKHUX 3aHITHIX U B MPOIIecce
CaMOCTOSTEIFHOTO H3yYEHHS MaTepHala, a TAKXKE COBEPIICHCTBOBAHIE MPAKTUIECKUX HABBIKOB IPHUMECHCHUS TAMOKCHHOTO
3aKOHOJIATENILCTBA. DTH 3aHATHSI ABIIOTCS BpEMEHEM THCKYCCHii, 0OMEHA MHEHUSIMHU M aHAJIN3a, PACCMOTPEHHS U PEIICHHUS
TPOOJIEMHBIX CUTYAIHH.

CeMHHapCKUE 3aHATHS MO3BOJIIIOT TAK)Ke KOHTPOIHPOBATh YCBOCHUE CTYACHTaMH Y4eOHOTO MaTepHaa.

IIpu moaroToBKE K CEMHUHAPY LeJIeCO0OPa3HO TOTOBUTH KOHCHEKTHI. B HUX TOJDKEH OBITh H3JI0KEH MaTepHall, KOTOPBIM
00yJaronmiicss MOXKeT BOCIIOIb30BaTHCSI BO BpeMs IPOBEICHUsI ceMUHapa. MOXHO UMETh Ha CEMHUHApe HOPMATUBHbIE aKkThL. [1pu
MIOJTOTOBKE K CEeMUHAPY 00yJaromuiics: ToJoKeH 00paTUTh BHUMAaHUE Ha KITIOYEBBIe BOIPOCH], KOTOPBIE IPUBEICHBI B IUTaHE
cemuHapa. [Ipexxae Bcero, HEOOXOIUMO YSACHHTB, UTO U3 ceOs MpeacTaBisieT Je0NPOnU3BOCTBO, TOKYMEHTOO0O0POT,
JOKyMEHTallMOHHOE obecrieueHue ynpasneHus. Heo6xoaumo copMupoBaTh CBOIO TOUKY 3pEHHS 110 JAHHOMY BOIIPOCY.

[lanee HyHO pacCMOTPETb OCHOBHBIE TTOJIO’KEHHSI, OTHOCSIINECS K HHCTUTYTaM POCCHHCKOIO IpaBa.

Ycnexy npoBeieHUs 3aHATHI CIIOCOOCTBYET TIATeNIbHAS IPEABApUTEIIbHAS IOATOTOBKA CTYAEHTOB, AT 3TOT0 UM HEOOXOAUMO
03HAKOMUTKCS C 3aJJaHHEM, OTIPEAENUTh IPUMEPHEIH 00beM paboTHI O MOATOTOBKE K 3aHATHIO, BBIIEIUTH BOIIPOCH U 3a1a4H,
OTBETHI Ha KOTOPbIE U pelieHue 0e3 IIpeABapUTENbHON IOATOTOBKY HE NPEICTABIISIIOTCS BO3MOKHBIMU; 03HAKOMUTHCS C IIEPEIHEM
HOPMAaTHBHO-IIPABOBEIX aKTOB, TUTEPATYPHBIX HCTOUHUKOB, PEKOMEHTyeMBIX JUIs n3ydeHus. [IpoBecTn pedeprpoBaHne TUTEPaTyphI
— U3JI0)KEHHE B MMCbMEHHOI (hopMe collep kaHusl CTaThby, HAyYHOH paboThl, pa3/iesioB yueOHbIX ocoOuil u ap.

IIpu oTBeTax Ha BOIPOCHI U PEIICHUU 33aa4 HEOOXOAUMO BHUMATEIBHO IIPOYUTATh UX TEKCT U HOMBITAThCsS JaTh
apryMEeHTUPOBaHHOE OOBSCHEHHE C 00SI3aTENHPHON CCBUIKOM Ha COOTBETCTBYIOLIYIO ITPAaBOBYIO HOpMY. [TOpSIOK OTBETOB MOXKET
OBbITH pa3IMUHbIM: JINOO BHAaYaJe AENACTCS BBIBOJ, a 3aT€M MPUBOAATCS apryMEeHTHI, MO0 J1aeTCs pa3BepHyTas apryMEeHTalus
TIPUHATOTO PeIIeHHs], HA OCHOBAHMUH KOTOPOH NpejyiaraeTcst 0OTBeT. Bo3MOKHBI 1 HECKOJIBKO BADHAHTOB OTBETOB.

3aHsATHS POBOAATCS B hopMe CBOOOTHOM AUCKYCCHH NPU aKTHBHOM YYaCTUH CTYIEHTOB, a TaK ke B (hopMe BBICTYIUICHHUH ¢
JOKJIAIaMH U TIPE3CHTAMOHHBIMH MaTepranaMu. [103TOMy CTyJeHThl UMEIOT BO3MOXKHOCTD JIOTIOJIHATH BBICTYIAIOIINX, HE
COIJIAIIATHCSA C HUMH, BBICKA3bIBaTh U OTCTaUBAaTh CBOM TOYKH 3PEHUS, MONIPABIATH BBICTYIIAIOIINX, 33/1aBaTh UM BOIIPOCHI,
npesiaraTh Uit 00CYKIeHHsI HOBBIE TIPOOJIEMbI, aHAIM3UPOBATh NPAKTUKY NPUMEHEHHS TAMOXXEHHOT'O 3aKOHO1aTeNbCTBA. Bonpock!
MOTYT OBITh 3aJaHBI IIPETIOJABATEIIIO.

ToaroroBka TOKIaI0B BO3MOXKHA MO OTAEIBHBIM TEMaM IIPOrPaMMEI, a TaKKe KaK MOArOTOBKA JOKIJIAIOB M COOOIIEHN T Ha
ceMHHapCcKoe 3aHsATHE. [[ebio MOArOTOBKY JTOKIIAI0B SIBIISICTCS IPUBUTHE CTYICHTaM HaBBIKOB CAMOCTOSITEIBHOM paboThl HaJl
JUTEPaTypPHBIMHA, HOPMAaTHUBHBIMU M CTATUCTUYECKUMHU UCTOYHUKAMHU, C TEM, YTOOBI HA OCHOBE MX aHaJIu3a U 0000IIEHNS CTYACHTHI
MOTJIU JIeNIaTh COOCTBEHHBIC BBIBOJIBI TEOPETHUECKOTO M ITPAKTUYECKOTO XapaKTepa, 000CHOBBIBAsI KX COOTBETCTBYIOLIUM 00pa3oM.
Jloknan npensaraercsi CONpOBOXIaTh CAMOCTOSITEIBHO ITOITOTOBJIEHHOM MTpe3eHTallel, YTO MO3BOJISET JOKIAJUUKyY
CTPYKTYpUPOBATh OCHOBHBIE MTOJIOKECHUS U TPEHUPYET YMEHHE BBIJCISATh OCHOBHOE, a CIIyLIATENISIM 00JIer4yaeT YCBOSHHE TTOTy4aeMOoi
uH(pOpMALIUH.

Paspemaercs ©croabp30BaTh HA 3aHATHAX 3alIMCH C OTBETAMH Ha BOIIPOCH! M 331a4M, BBIIOJHEHHBIE BO BPEMS ITOATOTOBKH K HUM,
TEKCThl HOPMATUBHBIX aKTOB, YUEOHYIO U JONOIHUTENBHYIO TUTepaTypy. Kak 3a ycTHbIE, Tak U 32 MUCEMEHHBIE OTBETHI CTYICHTaM
BBICTABJIAIOTCS OLEHKU M0 IsITHOaibHON cucteMe. Ilo npeioxeHuto NpenoaaBareiis CTyAeHT MOXKET U3JI0KUTh COJEp KaHUe
BBITIOJIHEHHON UM NMUCBMEHHOHN pabOoTHI HA MPAKTHYECKUX 3aHATHSAX, I0CTIE YeTo IPYIIeE MpeasaraeTcs o0cykaeHue MpoOIeMHbIX
BOIIPOCOB B (JopMaTe Kpyriaoro CToia.

Ienb Takoit GopMbI pabOTHI KaK pellieHNe CUTYaTUBHBIX IPAKTHUCCKUX 33134 — BBIICHEHHS CTEIIEHH YCBOCHHS H3y4acMOro
Mareprana. Pabora craercs o0yJarommMucs Ha CIEAYIOMEM I10 IIIaHy 3aHATHH. [IncbMeHHYyI0 paboTy MOXKeT OBITh 3a/laHa KaK Mo
yKe U3y4eHHOM, Tak U 1o u3ydaemoii reme. O0beM paboThl — 1-3 cTpanunbl. OCHOBHOE OTJIMYUE AOMAIIHEH KOHTPOJILHOM paOOThI OT
AHAJIOTUYHOH ayIUTOPHOH PabOTHI C MCIIONB30BAHUEM MAaTEPHAIOB COCTOHT B CTEIICHH CIOKHOCTH IPEATaraeMbIX




npenoaaBarTesieM 3aaaq. Ilo oxoHYaHWU 3aHATHS npenoaaBaTeiib IOABOAUT UTOI'H, OTMEYACT YPOBCHb IMOATOTOBKH K 3aHATHUIO.

IIpu noaBeieHUK UTOTOB CAMOCTOSATENIFHOM paboThI MperojaBaTeieM OCHOBHOE BHUMaHKE JOJDKHO YAEATHCS pa30opy U OLIEHKE
JTydmux padoT, aHaJIHM3y HeOCTaTKOB. 1o mpemIoskeHnto mpenoaaBarelis 00y4Jaromnics MOXKET U3JI0KHUTh COJIepIKaHNe
BBIITOJTHEHHOW MM ITUCbMEHHOH paboThl Ha MPAKTHYECKHUX 3aHATHUIX, [T0CIIE Yero TPYIIe MpeiaraeTcs 00CyXIeHHe POOIEMHBIX
BOIIPOCOB B (hopMaTe KPyriaoro CToa.

IIpoBenenue yueOHOro mporecca MOXKeT ObITh OpraHu30BaHo ¢ ucnonb3oBanueM DMOC yHuBepcuTeTa U B u(poBoii cpese (Ipymist
B COI[MANIBHBIX CETSIX, SIEKTPOHHAS 110YTa, BUIACOCBS3b U J p. mIaThopMel). YdeOHsle 3anaTus ¢ mpuMererneM JOT npoxoasT B
COOTBETCTBUU C YTBEPXKIEHHBIM paciucaHueM. Texymuili KOHTPOJIb U IPOMEXKYTOUHAs aTTeCTalMsl 00y4aroIXCs IPOBOJUTCS C
npumenenuem JJOT.

2. OcHOBHBIE (hOPMBI TEKYILIETO KOHTPOJISI 3HAHUIL: OTMPOCHI, TECTUPOBAHUE, DK3AMEH.

Onpocsl (MUCHbMEHHBIE/yCTHBIE), CIIOBAPHBIN JUKTAHT IO KATErOpUAIbHOMY arapary, Ui 4ero 00y4aronuMcst He00X0IMMO YCBOUTh
OCHOBHBIE TIOHSTHS (TEPMHUHBI).

TecTupoBaHHE MOKET ITPOBOJUTHCS 110 OTAEIBHBIM TEMaM Kypca U 10 BCeH JUCHUILTUHE B BHJIE HTOTOBOTO TECTa.

Metoandeckre peKOMEHIaI|H 110 TOATOTOBKE K TECTHPOBAHHIO.

IIpu noAroToBKe K TEOPETUYECKOM YaCTH TECTUPOBAHUS HY)KHO, IIPEXK/IE BCET0, IPOCMOTPETh KOHCIIEKT NPAKTUIECKUX 3aHATHH U
OTMETHTBH B HEM MMEIOIINECS BOIPOCHI KOJUIOKBUYMA. ECiin KaKue—To BOMPOCHI BEIHECEHBI IPETOJaBaATEIEM Ha CAMOCTOSITEIBHOE
H3y4YeHHe, CIeaAyeT 00paTUThCs K yaeOHOH TuTepaType, peKOMeHJ0BaHHOH IpeTiolaBaTesieM B KauyecTBe HCTOYHHKA cBeieHui. Taxke
MPY TIOATOTOBKE K TECTUPOBAHUIO CJIEAYET IPOCMOTPETh KOHCIIEKT NPAKTHUECKHIX 3aHATUI U BBIIECIUTD NPAKTHYCCKUE 3a/1aHUS,
OTHOCSIIIHECS K TaHHOMY paszueny. Ecnu 3aganust Ha kKakue — TO TeMBI He OBUTH pa300paHbl Ha 3aHATUAX (WK pelIeHHs KOTOPBIX
OKa3aJIiCh HE MOHATBIMH), CIIEAYET OOPATUTHCS K YUeOHOM IUTepaType, pEKOMEHIOBAHHOW TPEIoaBaTesieM B Ka4eCTBE HCTOYHUKA
cBesieHNH. [1oe3H0 caMOCTOATENBHO PEIINTh HECKOIBKO THUITMYHBIX 33JaHUI 10 COOTBETCTBYIOLIEMY pa3/ieiy.

IToaroroBka sx3ameHy.

IIpu noaroToBKe K SK3aMeHy HEOOXOAMMO OPUEHTUPOBATHCS Ha MaTepUall, YCBOSHHBIH B paMKax MPaKTUYECKUX 3aHATHH, pabouyro
IporpaMMy AUCHUIUIMHEL, HOPMAaTHBHYIO, YIEOHYIO H PEKOMEHIyeMYyIo TuTeparypy. OCHOBHOE B IOATOTOBKE K 3K3aMEHY - 3TO
MOBTOPEHHE BCETO MaTepuaa N3y4eHHO! AUCIMILIMHEL [Ipy MOAroTOBKE K Clladye 3K3aMeHa CTYJCHT BeCh 00beM pabOTHhI JI0JIKEH
pacnpenensaTb paBHOMEPHO TI0 JTHSM, OTBEICHHBIM ISl IIOJITOTOBKH, KOHTPOJIUPOBATH KaXKbIA J€Hb BHIOJIHEHNE HAMEUEHHOM
paboThl. B nepros moaroToBKy K S5K3aMeHy CTYJEHT BHOBb OOpaliaeTcs K ye n3yueHHOMY (IIPOHIEHHOMY) Y4eOHOMY MaTepuaiy.

JlJ1 TOATOTOBKM K IPOMEXKYTOYHOH U UTOTOBOM aTTECTAllUU CTYIEHTY PEKOMEHIYETCsl 03HAKOMUTBCS CO CIIUCKOM BOIIPOCOB U
YCIIEITHO OTBETUTH Ha COZIEprKaIINecs B HUX BONPOCH. [IpH AucTaHNIMOHHOM 00YYeHHH BO3MOJKHA C/1ada 3adera B opme
tectupoBanus. st aur ¢ OB3 nonosHuTenbHBIX yeIoBUi He TpedyeTcs. JJucuuminia MoxXeT ObITh OCBOE€HA C IPUMEHEHUEM
JVICTAHITHOHHEIX 00pa30BaTEeIbHBIX TEXHOIOTHH.




