denepanbHOE TOCYIAPCTBEHHOE OIOIKETHOE 00pa30BaTENIBbHOE YIPEKACHHE
BbICLIEr0 00pa30BaHUs
" JlaIbHEBOCTOUHBIN rOCyJapCTBEHHBIN YHUBEPCUTET MyTeH cooOeHus "
(ABI'YIIC)

VTBEPKJIAIO

3aB.kadenpoii

(k712) TaMOXKEHHOE ITPABO U CIYKeOHAas
CIATCIBbHOCTD

bezorenkas N.I1., xann.
IOpHJI. HAYK

30.05.2023
PABOYA A [TPOI PAMMA
JUCLUIUIMHEL  Opranu3anus 1eJ0NpPOU3BOACTBA B TAMOKEHHbBIX OPraHaX

46.03.02 JIoKyMEHTOBEICHUE U apXUBOBEICHUE

CocraBuTenb(u): cTapliuii npemnojaBareib, 3yea K.A.

Ob6cyxnena Ha 3acenannu kKadenpsl:  (k712) TamMoKECHHOE MPABO U CITyKeOHAs JICITEIbHOCTh

ITporokon ot 19.05.2023r. Ne 5

O6CY)KI[€H3. Ha 3aceJaHUM METOAUYECKOM KOMUCCHU TI0 POACTBCHHBIM HAITPABJICHHUAM U CIICHUAJIBHOCTAM! HpOTOKOJ

r. XabapoBck
2023 1.



Buzuposanue PII/] ny1s1 ucnosiHeHus1 B 04epeIHOM y4eOHOM roxy

IIpencenarens MK PHC

2024 1.

Pabouas nporpamMma nepecMoTpeHa, 00Ccyx1eHa u ogoopeHa s

ucnonHenus B 2024-2025 yyeOHOM roay Ha 3aceqaHnH Kaheapsl
(x712) TamoXE€HHOE TIPABO U CITY>KeOHAS IESATENEHOCTD

IIpoTokon o 2024r. Ne
3aB. kadenpoii besorenkas WN.I1., kaum. ropua. Hayk

Buzuposanue PII/] nyis ncnoiHeHUs1 B 04epeTHOM y4eOHOM roxy

Ipeacenarens MK PHC

o 2025 T.
Pabouas nmporpamMma nepecMoTpeHa, 00CyxIeHa u o1o0peHa s
ucnonHenus B 2025-2026 yyeOHOM roAy Ha 3aceqaHuu Kaheapsl
(x712) TamosxeHHOE TIPABO U CITy)KeOHas IeATeIbHOCTh

[Iporokom or 20251. No
3aB. kadenpoit besorenxkas W.I1., kaun. ropun. HayK

BusupoBanue PIIJI niist ucno/iHeHUs B 04epPeIHOM Y4eOHOM roay

[Ipencenarens MK PHC

2026T.

Pabouas mporpaMma mepecMoTpeHa, 00CyKIIeHa U 0J00peHa st
ucnonaeHus B 2026-2027 yueGHOM Toy Ha 3acenanuu kadeaps
(x712) TamoKeHHOE TPABO U CIIy)KeOHas 1 TeNbHOCTh

[Iporokom oT 2026 . No
3aB. xadenpoit besorenkas M.I1., kanx. ropua. HayK

Buzuposanue PIIJI nyis ncnonHenust B o4epetHOM y4eOHOM roy

IIpencenarens MK PHC

2027 T.

PaGouas mporpamma repecMoTpeHa, o0CcykIeHa 1 ogo0peHa s
ucnonHenus B 2027-2028 yueOHOM roay Ha 3aceqaHnH Kaheapsl
(x712) TamoxeHHOE TIPABO U CIIy>KeOHAs AESATENEHOCTD

IIpoTokon o 2027r. Ne
3aB. kadenpoit besorenkas M.I1., kaHx. ropua. HayK



PaGouas nporpamMmma JUCHHUITIIMHBI OpFaHI/ISaHI/IH ACJIONPOU3BOACTBA B TAMOXKCHHBIX OpraHax

paspaboTana B coorBercTBuu ¢ ®I'OC, yrBepKIeHHBIM ITpUKa3oM MHUHHCTEpCTBa 00pa3oBanus 1 Hayku Poccuiickoii
Oenepanuu ot 29.10.2020 Ne 1343

KBammduxarms Oaxanasp

®dopma 00yueHust o4Hast

OBBEM JUCHUTIIMHBI (MOAYJISA) B 3BAYHETHBIX EJMHUIIAX C YKASAHUEM KOJIMYECTBA
AKAJEMMYECKHNX YACOB, BBIJEJTEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIUXCA C
MPEMOJABATEJIEM (11O BUJIAM YUEBHBIX 3AHATHUI) U HA CAMOCTOSITEJBHYIO PABOTY
OBYYAIOIIIUXCSA

OO01as Tpy10eMKOCTb 43ET

YacoB no yueGHOMY MJIaHy 144 Bubl KOHTpOJIS B ceMeCTpax:
B TOM YHCJIE: 9K3aMeHbI (cemecTp) 8
KOHTaKTHas paboTa 72
caMocTosTeNnbHast paboTta 36
4acoB Ha KOHTPOJIIb 36

PacnpepeneHne 4yacoB gUCLUNIIMHBLI MO ceMecTpam (Kypcam)

Cemectp
(<Kypc>.<Cemec | 8 (4.2)
Tp Ha Kypce>) Hroro
Henens 8 4/6
Bun 3anaruii yio | PI | VIO P
Jlexuun 32 (32 |32 (32
ITpaxkTuyeckue 32 132 |32 |32
Kontpois 8 8 8 8
CaMOCTOSITEITBHO
it paboTEI
B tom uncne 18 |18 |18 |18
UHT.
Uroro ayn. 64 |64 |64 |64
Konraxrnas 72 172 |72 |72
pabota
Cawm. pabora 36 (36 |36 |36
Yacel Ha 36 (36 |36 (36
KOHTPOJIb
HUrtoro 144 | 144 | 144 | 144




1. AHHOTALIAS JUCHUILTAHBI (MOIYJISI)

1.1 | @yHKIMHE JOKyMEHTa; IPaBOBOE 0OECIICUEHHE ITPpoIiecca JOKYMECHTUPOBAHHS; CHCTEMBI TOKYMECHTAIINH, UCIIOIb3YEeMBIE B
JIeATeIbHOCTH TaAMOXKEHHBIX OPraHOB; JOKYMEHTHPOBaHHE YIPaBIEHUECKOH 1 HHOM MPOU3BOACTBEHHOI IeATeIbHOCTH
TaMO>KEHHBIX OPTraHOB; 0COOCHHOCTH 0OPMIICHHS JOKYMEHTOB, UCIIOJIB3YEMbIX B MEXIyHAPOJHON IIPAKTHKE
BHEIITHEAKOHOMHYECKOH JIeSTeNFHOCTH; OpPTraHN3aIys paboThl ¢ TOKyMEHTaMHI B TAMOKCHHBIX OpTaHax; JOKYMEHTAIbHBIE
UH()OPMAIMOHHO—TIPABOBBIE CUCTEMBI; 0COOEHHOCTH OPraHU3aIMU pabOThI C HEKOTOPBIMU BUIAMHU JOKYMEHTOB,
nHpopmMaTH3anus B chepe JOKyMEHTAIMOHHOTO 0OecIIeYeHH s YIPaBIICHNs; HOMEHKIIATYpa A€l; MOPSIIOK TPOBEACHUS
9KCTIEPTH3HI IEHHOCTH JJOKYMEHTOB B TAMOKCHHOM OpTaHe; KIIacCH()UKAINSA CPEACTB OPITEXHUKH M UX OCHOBHEIC
XapaKTEepUCTUKH; 0COOCHHOCTH HCIIONIB30BAHIS AIICKTPOHHOM, TenerpadHoi, TeneTaimHoN, GaKCUMUIBHOMN CBS3M.

2. MECTO JUCIUIIVIMHBI MOAYJISA) B CTPYKTYPE OBPA3OBATEJIbBHOU ITPOI'PAMMBI

Ko nucuuiinHer: | b1.B.03.07

2.1 | TpeGoBanus K npeJBapUTeIbHOI NOATOTOBKe 00y4aloLerocs:

2.1.1 | OcHOBBI JOKYMEHTOBEACHUS

2.1.2 | Ucropus nenonpou3BOICTBA U apXUBHOTO Jeia B Poccun 1 B 3apyOe)KHBIX CTpaHax

2.1.3 | Benenue B npodeccuro. [Ipaxrukym no HAP

2.1.4 | HoxyMeHTaIlMOHHOE 00ecIedeHre KOPIOPaTUBHOTO YIPABICHUS: OPTaHU3ALUS U TEXHOTIOTUSL

2.2 | AucuMnJMHbI M1 NPAKTHKH, AJI51 KOTOPBIX OCBOEHHUE TAHHOM TUCHUILUINHBI (MOAYJIs1) HEOOX0IMMO KaK
npeauiecTByloniee:

2.2.1 | Ynpasnenue npoekTaMu B IpodeccHoHaIBHOM NeITebHOCTH

3. HIEPEYEHb IVIAHUPYEMBIX PE3YJIbTATOB OBYYEHUS IO JUCHHUILIMHE (MO VJIIO),
COOTHECEHHBIX C IINTAHUPYEMBIMH PE3YJIBTATAMMW OCBOEHUSA OBPA3OBATEJIBHOU ITPOI'PAMMBI

IIK-2: cnioco0eH aHAJIM3MPOBATH HEHHOCTH IOKYMEHTOB C LeJIbI0 UX XPaHEHHUS

3HaTh:

Mertonpb! onpenienenus HEHHOCTH JOKYMEHTOB

YMmeTh:

AHaJ’II/ISI/IpOBaTB LIEHHOCTb JOKYMCHTOB C LICJIbIO UX XpaHCHUA

Baanernb:

Hasrpikamu AHAJIM3UPOBATH HEHHOCTH JOKYMEHTOB C LEJIbIO UX XPAHCHUSA

4. COAEP)KAHUE JMCLOUILIVNHBI (MOIYJI5), CTPYKTYPUPOBAHHOE IO TEMAM (PA3JEJIAM) C
YKA3AHHEM OTBEJEHHOI'O HA HUX KOJIMYECTBA AKAJJEMAYECKHUX YACOB M BUIOB YYEBHBIX
3AHSTUN

Hnrte
PAaKT.

Kommeren-
070

Cemectp /
Kypce

HaunmeHnoBaHue pa3iesioB 1 TeM /BH[T
3aHATHSA/

Kon
3aAaHATUSA

Yacos Jlutepartypa IIpumeyanue

Pazgen 1. Jlekuuu

J1.1J12.1 0
J2.2

1.1 Oynkun nokymenta. Cocras u 8 2 [K-2

kaccudukanys GyHKIHH JOKyMEHTa.

VYupaenenueckas GYHKIHS JOKYMECHTA.
CaoiicTBa nokymenTa. Knaccudukarus
JIOKYMEHTOB. JIOKyMEHT KaKk UCTOYHUK U
HocuTenb nHpopmanun. CBoiicTBa
nHbopMaInH, coaepKalleiics B
JoKyMeHTax. /JIex/

J12.3J13.1
JI3.2
ol

1.2

[IpaBoBoe oOecnedeHme mporecca
nokyMmeHTHpoBaHus. HopmatueHO-
MeToauuecKas 6a3a TOKyMEHTallMOHHOTO
obecrieyeHus ynpasieHus B PO.
OcHOBHBIE TOHATHS B chepe
JOKYMEHTaLMOHHOTO 00ecTiedeHust
ynpasienus. HanponanbHble cTanaapThl
B 00J1aCTH TOKYMEHTAIIMOHHOTO
o0ecreueHNs! yIpaBIIeHUS.
MexnynapoHble CTaHIapThl 11O
JeTonpon3BoCTBY. KimaccudukaTopst
TEXHUKO-9KOHOMHUYECKOW U COLIMAIbHOU
nHpopmanuu. Meroaudeckas u yaeOHas
JUTEpaTypa Mo AEJIONPOU3BOJICTBY U
apxuBHOMY neny. /Jlex/

IIK-2

JI1.1J12.1
122
J12.3J13.1
JI3.2
€]

AKTHBHOE
CIyllaHue




1.3

CucteMbl JOKyMEHTAIIH, UCIIONb3yeMbIe
B IESTENBHOCTH TAMOKEHHBIX OPTaHOB.
OpraHn3aIioHHO-PACIOPSIIUTEIIEHAS
JOKyMEHTAIIsI TAMOXKCHHBIX OPTaHOB,
CIPaBOYHO-UH(POPMALIMOHHAS
JOKyMEHTaIsl TAMO>KEHHBIX OPTraHoB,
JOKYMEHTAIHS TI0 JITTHOMY COCTaBY B
TaMO’KEHHBIX OpraHax. TaMoxeHHbIe
JOKYMEHTHI KaK IoJcHcTeEMa
BHETITHETOPTOBON TOKYMEHTALINH, X
knaccudukammsa. Knaccudukatopst
TEXHUKO-3KOHOMUYECKOHN U COLIUATIBLHON
nudopmanuy. 11X Ha3HauEeHHE U POIIb B
HHOOPMAITMOHHOM 00eCTIeYeHIH
JIeATeTbHOCTH TaAMOKEHHBIX OPTaHOB,
knaccudukarus. /Jlex/

IK-2

J1.1J12.1
J2.2
JI2.3J13.1
J3.2
€|

1.4

JloKkyMeHTHpOBaHHUE YIPaBIEHYECKOH U
WHOM MPOU3BOICTBEHHOM J1EATEIBHOCTH
TaMO>KEHHBIX OPTaHoB. Y IpaBJIeHIECKIE
JIOKYMEHTHI KaK MUCbMeHHast hopma
VIPaBICHYCCKUX PEIICHUH, X BUJIbI,
KIaccudukanmysa. YHAGHINPOBAHHAS
cUcTeMa OpPraHU3aluOHHO-
pacnopsuTenbHON JOKyMEHTaluu
(YCOPL). [TpaBoBast ocHOBa
ucnoas3osanust [OCT P 7.0.97-2016.
TpeboBanus u npasuia K 0hOpMICHHIO
PEKBU3UTOB B IOKYMEHTaX TaMOYKCHHBIX
opraHoB. biiaHku TOKyMEHTOB
TaMO>KEHHBIX OPTraHoOB U TpeOOBaHUS,
MIPEABSBISIEMBIC K X 0(OPMICHHIO.
TpeOoBaHMS K CTHITIO U3JT0KEHUS
pexBu3UTa «TeKCTY. OpraHu3annoOHHO-
pacniopsautenbabie fokymMeHThl (OP) B
TaMOKEHHBIX OpraHax IpaBHiia
TIOATOTOBKH U 0()OpPMIIEHUE PEKBU3HUTOB.
HupopmaimoHHO-CTIpaBOYHbBIE
JOKYMEHTHI U TPEOOBaHMS,
MIPEIbSBISIEMbIE K HX

odopmienuto. /Jlex/

I1K-2

J1.1J12.1
2.2
J12.3J13.1
J13.2
€]

AKTHBHOE
CITyIIIaHNE

1.5

OcobenHocTH 0pOPMIICHHS TOKYMEHTOB,
UCIIOB3yEMbIX B

MEKTyHAPOIHOM TIPaKTHKE
BHEIITHEAKOHOMHYECKON IESTEIbHOCTH.
Kommepueckas (nenoBas) nepenucka.
Ocob6eHHoCcTH 0hOpMITCHUS
MEXIyHApPOTHOM JETOBOM

nepenucky. /Jlex/

IK-2

J1.1J12.1
2.2
JI2.3J13.1
J3.2
€]

1.6

Opranu3anus paboThl ¢ JOKyMEHTaMH B
TaMO)KCHHBIX OpraHax.
JIoKyMeHTOOOOpOT B TAMOKEHHBIX
OpraHax: CoJepiKaHue
(ITOKYMEHTOIIOTOKH), TAIBI, CPEACTBA
MojenupoBanusl. O0mue TpeOoBaHUS U
CHCTEMHBIH MOJXO0J K YIPaBICHHUIO
JOKyMEHTaMH B TAMOKCHHBIX OpraHax.
CHCTEeMHBII MTOAX0/T K YIPaBICHHIO
JOKyMEHTaMH B TAMOKCHHBIX OpraHax.
KoHTpOJIb UCIIOTHEHHUS TOKYMEHTOB B
TaMOKEHHBIX opraHax. /JIek/

IK-2

J1.1J12.1
J12.2
JI2.3J13.1
J3.2
€]

1.7

JloKyMeHTanbHbIC HHPOPMALUOHHO—
npaBoBble cucteMsl. [ToHsTHE U

3¢ EKTUBHOCTH PabOTHI
«UH(POPMALIHOHHO-TTOUCKOBO
cucreMed» (UIIC). Cxema paboTsI
nH(OPMAMOHHO-IOMCKOBOW CHCTEMBI
WIIC. /Jlex/

IK-2

J1.1J12.1
2.2
J12.3J13.1
J13.2
€]




1.8 Oco0eHHOCTH OpraHU3aIiK PAOOTHI C IK-2 JI1.1J12.1
HEKOTOPBIMU BUJAMHU JJOKYMEHTOB. J2.2
Opranu3zanys JeI0Nponu3BOACTBa 110 JI2.3J13.1
paboTe ¢ yCTHBIMU ¥ TICEMEHHBIMU J3.2
oOpateHusiMu rpaxaat. [lopsaaok u 21
CPOKH pacCMOTPEHHMS 3asIBJICHUI Ipak1aH
B CITydae 00’KaJIOBaHHS MU PEIICHHS,
neicTBus (Oe31eiicTBUS) TaMOKEHHBIX
OpraHoB U UX
JOJDKHOCTHBIX Jintl. /JIex/

1.9 HNudopmaruzanus B chepe TIK-2 JI.1J12.1
JOKYMEHTALlMOHHOTO 00ecTiedeHust 2.2
ympasienus. Uupopmaruzanus u JI2.3J13.1
aBTOMATH3AIHS TIPOIIECCOB PAOOTHI C JI3.2
YIIPaBJICHYECKUMH JOKYMEHTAMH B o1
TaMOXKEHHBIX opraHax. Cucrema
3JIEKTPOHHOTO JIOKyMEHT0000pOTa B
TaMO’KEHHBIX OpraHax. ABTOMaTH3aIHs
JIeTONPOU3BOJICTBA B TAMOKEHHBIX
OpraHax — Kak OTpa)keHue
COBEPIIICHCTBOBAHUS TAMOKECHHOTO
aIMIHHACTPHPOBAHHS — DICKTPOHHOE
nexnapupoBanue. /Jlex/

1.10 Howmenknarypa aen. Bunsl, ponb u TIK-2 JI1.1J12.1
Ha3Ha4YeHUE HOMEHKJIATYpHI JeT B 2.2
JIeSITEIIbBHOCTH TAMOXEHHBIX OpTaHoOB, JI2.3J13.1
cxema nocrpoenus. ®opMupoBaHue Jeil. J3.2
Odopmnenue nen. Cpokd XpaHSHUS 21
nen. /Jlex/

1.11 Iopsinok npoBeneHUs SKCIIEPTU3BI IIK-2 JI1.1J12.1
LIEHHOCTH JOKYMEHTOB B TAMOKEHHOM 2.2
opraHe. ApXUBbI TAMOXECHHBIX OPTaHOB, JI2.3J13.1
vX 3ama4n ¥ GyHakiun. [IpuHIHITGL, JI3.2
KPUTEPHHU U 3TaIlbl 3KCIEPTU3bl IEHHOCTH o1
JOKYMEHTOB TaMOXEHHBIX OPTaHOB.

OxcneptHbie Komuccuu (JK)
TaMO’KEHHBIX OPTaHOB: 3aJ1auH, (QYHKITIH,
oprauuzarus paboTsl. [lopsaok nepenaun
Jel B apXUB TAMOXEHHOTO OpraHa.
BriemKka, U3BATHE J1e]T U3 apXHUBa
TaMO’XEHHOTO OpTaHa.

/JTex/

1.12 Knaccudukamus cpeacTs OprreXHUKU U IK-2 JI1.1J12.1
WX OCHOBHBIC Xapakrepuctuku. Cpencraa 2.2
OPITEXHUKU KAK JIEMEHT J12.3J13.1
YIIPaBIEHYECKOIO TPYJa B TAMOKEHHBIX J3.2
opraHax. Buisl cpeicTB OPITEXHUKH U UX €]
OCHOBHBIC XapaKTepUCTUKH. /JIex/

1.13 Oco0eHHOCTH UCTIOJIBb30BaHNUS TIK-2 JI1.1J12.1
JNIEKTPOHHOM, TenerpadHoH, 22
TeNeTalmHoM, (aKCUMHUIBHOMN CBS3H. JI2.3J13.1
[ToanMHHOCTE JOKYMEHTOB, JI3.2
IIepPEaBaEMBIX JAHHBIMHU CPENCTBAMHA o1
cBs13u. OcobeHHocTr 0hOpMIIEHUS U
nepeaaya TeJlerpamMM, TeleTaliorpamm,

(axcorpamm, Terneponorpamm. /Jlex/
Paszpnen 2. [IpakTuyeckue 3aHATUS

2.1 Oyukuun fokymenrta. Cocras u IIK-2 JI1.1J12.1
kIaccuukanus GyHKIUH JOKyMEHTA. 2.2
VYnpasiendyeckas GyHKINSA TOKYMEHTA. JI2.3J13.1
CaoiicTBa nokymenTa. Knaccudukarms JI3.2
JOKYMEHTOB. JIOKyMEHT KaK UCTOUHUK U o1

Hocurenb uHGopmanuu. CoiicTa
nHpopManuy, cojepKamieics B
nokymenrax. /TIp/




2.2

IIpaBoBoe obecmeuenue mpoiecca
JokymeHTHpoBaHus. HopmatusHO-
MeToandecKas 6a3a TOKyMEHTallHOHHOTO
obecrieueHus ynpasieHus B PO.
OcHoBHbIE TOHATHUS B chepe
JOKYMEHTAILIOHHOTO 00ECIIeUeHUS!
ynpasneHns. HannoHansHbIe CTaHAAPTHI
B 00J1aCTH JOKyMEHTALIMOHHOTO
00eCIIeUeHUs! YITPaBIICHUS.
MexyHapoIHBIe CTAaHAAPTHI IO
Jenonpon3BoaCTBy. KnaccuduraTopst
TEXHUKO-3KOHOMUYECKOHN U COLIUATIBLHON
nudopmanuu. Meroaudeckas u ydeOHas
JUTEpaTypa 1o IeIONPOU3BOICTRY I
apxuBHOMY gemny. /ITp/

IK-2

J1.1J12.1
J2.2
JI2.3J13.1
J3.2
€|

pabora B

MAJIBIX TPYIIIax

23

CucTeMbl JOKYMEHTALMH, UCTIOJIb3yeMbIe
B JICATEIBHOCTH TaAMOKEHHBIX OPTaHOB.
OpraHn3aIIOHHO-PACIOPSIIUTEIbHAS
JOKyMEHTAIIsI TAMO>KCHHBIX OPTaHOB,
CIIPaBOYHO-MH(OPMALOHHAS
JOKYMEHTAIUs TAMOJKCHHBIX OPTaHOB,
JOKyMEHTAIVS TI0 JITTHOMY COCTaBY B
TaMO>KEHHBIX opraHax. TamMo)keHHbIe
JOKYMEHTBI KaK MOACHCTEMA
BHETITHETOPTOBON TOKYMEHTALINH, X
knaccupukamms. Knaccudukatopst
TEXHUKO-9KOHOMHUYECKOH M COLMaIbHOMN
nHpopmanmu. VX Ha3HaUYeHHE U POJIH B
HHOOPMAITMOHHOM 00eCTIeIeHIN
JIeSTENILHOCTH TAMOXKEHHBIX OPraHOB,
knaccupukaryst. /Tlp/

IK-2

J1.1J12.1
2.2
JI2.3J13.1
J3.2
€|

24

JloKyMEHTHPOBaHHUE YIIPABIECHYECKOH U
HMHOW NIPOU3BOJCTBEHHON AEATEILHOCTU
TaMOKEHHBIX OPTaHOB. YTIpaBIeHYECKHE
JOKYMEHTBI KaK MHUCbMEHHast jopma
YIPaBICHIECKIX PELICHUH, HX BHUIIHI,
KkIaccuukanysa. YHUGHIUPOBAHHAS
CHCTEMa OPraHU3allMOHHO-
pacHopsAUTENbHON JOKyMEHTALUH
(YCOPL). [TpaBoBast ocHOBa
ucnons3osanust [OCT P7.0.97-2016.
TpeboBanus 1 npaBuiIa K 0hOPMIICHHIO
PEKBH3UTOB B JOKYMEHTaX TAMOKCHHBIX
opraHoB. biaHku 1OKyMEHTOB
TaMO>KEHHBIX OPTaHOB U TPEOOBaHMUA,
TIPEbSBIISIEMbIE K NX O0(OPMIICHHIO.
TpeGoBaHMS K CTHITIO M3JIOKCHHS
pexBu3uTa «TeKcT». OpraHu3alMoHHO-
pacnopsigutensHbie JokyMeHThl (OPI]) B
TaMO’KEHHBIX OpTraHax IpaBuia
MIOJATOTOBKH M 0()OPMIICHHE PEKBU3UTOB.
HupopmanimoHHO-CTIpaBOYHbIE
JOKYMEHTBI U TpeOOBaHUS,
IIpeABBIsAEMBIe K UX odopmierwro. /T1p/

IIK-2

J1.1J12.1
2.2
J12.3J13.1
JI3.2
Ol

paboTa B

MaJlbIX Ipynmax

2.5

Ocob6enHocTH 0(OopMIICHHS JIOKYMEHTOB,
HCTIOJIB3YEMBIX B MEXKIYHAPOIHOM
IIPaKTHKE BHEITHEIKOHOMHYECKOH
nearenbHOCTH. KoMMepdeckas (nemoBast)
nepenucka. Oco6eHHOCTH 0(OPMIICHUS
MEXIyHApOJHOU NE0BOM

niepertucky. /I1p/

IIK-2

JI1.1J12.1
2.2
J12.3J13.1
J13.2
€|

Juckyccuu




2.6 Opranu3zarnus paboTsI ¢ JOKYMEHTaMHU B IK-2 J1.1J12.1
TaMOXCHHBIX OpraHax. J12.2
JloKyMeHTOO00POT B TAMOKEHHBIX JI2.3J13.1
Opranax: COAep>KkaHue J3.2
(IOKYMEHTOIIOTOKH), TAIbI, CPEACTBA 21
MojenupoBanusl. O0mmue TpeOoBaHUS U
CHCTEMHBIH MTOJXO0] K YIIPaBIICHHUIO
JOKYMEHTaMH{ B TAMOKEHHBIX OpraHax.

CucTeMHBIH 0JXO0/ K YIIPaBJIEHHUIO
JIOKYMEHTaMH{ B TAMOKEHHBIX OpTraHax.
KoHTpoIs ucroHeH s JOKYMEHTOB B
TaMO>KeHHBIX opraHax. /[Ip/

2.7 JloxyMeHTa bHBIC HHPOPMAIIMOHHO— IIK-2 JI1.1J12.1
npaBoBbIe cucTeMsbl. [loHsTHE 1N 2.2
3¢ EeKTUBHOCTH PabOTHI JI2.3J13.1
«1H(OPMAITIOHHO-TIOUCKOBOH JI3.2
cucrembn (UIIC). Cxema paboThI 31
HHPOPMAIIMOHHO-TIONCKOBOH CHCTEMBI
UIIC. /Tp/

2.8 Oco0OeHHOCTH OpraHU3aIiK PAObOTHI C IK-2 JI1.1J12.1
HEKOTOPHIMH BU/IaMHU JIOKYMEHTOB. 2.2
Opranu3zanys JeI0Nponu3BOACTBa 110 JI2.3J13.1
paboTe ¢ yCTHBIMU M TICEMEHHBIMU J3.2
oOpatenusiMu rpaxaat. [lopsaok u 21
CPOKH pacCMOTPEHUS 3as1BJICHUI IrpaxkJaH
B CITydae 00’KaJIOBaHHS MU PEIICHHS,
neictBus (Oe31eiicTBUS) TaMOKEHHBIX
OpraHoOB M MX NOJDKHOCTHBIX jnll. /T1p/

2.9 Hudopmaruzanus B chepe IK-2 JI1.1J12.1
JIOKYMEHTAIIMOHHOTO 00eCTIedeHus J12.2
ynpasnenus. Madopmaruzanus u J12.3713.1
aBTOMATHU3allMs IPOIECCOB PabOTHI ¢ JI3.2
YIIPaBJIEHYECKUMH JOKYMEHTAMH B €]
TaMOKEHHBIX opra”ax. Cucrema
9JIEKTPOHHOTO TOKYMEHT0000pOoTa B
TaMO>KEHHBIX OpraHax. ABTOMaTH3aLUs
JIETIONIPON3BOJICTBA B TAMOIKEHHBIX
opraHax — Kak OTpakeHHe
COBEpPLLIEHCTBOBAHUS TAMOXEHHOIO
aJIMUHHCTPHPOBAHHS — DIEKTPOHHOE
neknapupoanue. /T1p/

2.10 Homenknarypa nen. Bunst, pois u IIK-2 J1.1J12.1
Ha3Ha4YeHUe HOMEHKIIATYpHI JeT B J12.2
JIESITENIbHOCTH TAMOXXEHHBIX OpTaHoB, JI2.3J13.1
cxema nocrpoenus. ®opMupoBaHuUe Jell. J3.2
Odopmnenne nen. Cpoxu XpaHeHUS €|
nen. /Tlp/

2.11 TTopsiiok poBeIeHUS SKCIIEPTU3BI [TK-2 JI.1JI12.1 paboTa B
LIECHHOCTH JTOKYMEHTOB B TAMOKEHHOM 2.2 MAaJIBIX TPYIIax
oprase. ApxuBbl TAMO>KEHHBIX OPTaHOB, J12.3J13.1
¥X 3a1a4d ¥ GyHkiun. [IpuHIAIBI, JI3.2
KPUTEPHH U JTaIlbl 3KCIIEPTU3bI ICHHOCTH 31
JIOKyMEHTOB TaMOXXEHHBIX OPTaHOB.

OkcneptHble komuccuu (DK)
TaMO)KEHHBIX OPTaHOB: 3a]1auH, (DYHKIIIH,
opraum3arys padoTsl. [lopsaok nepexadn
JIeN B apXUB TAMO>KEHHOTO OpraHa.
Brlemka, u3bsTHe J1e71 U3 apXuBa
TaMOXeHHOTO opraHa. /I1p/

2.12 Knaccudukarus cpeacTB OprTeXHUKA U TIK-2 JI1.1J12.1
HX OCHOBHBIE XapakTepucTukn. Cpencraa 122
OPITEXHUKH KaK IEMEHT JI2.3J13.1
YIIPaBJIEHYECKOTO TPYZla B TAMOKEHHBIX JI3.2
opraHax. Buzbl cpeficTB OprTeXHUKYU U UX o1

OCHOBHBIE XapakTepucTuku. /I1p/




2.13 Oco0eHHOCTH HCTIOB30BAHMUS IK-2 JI1.1J12.1
3JIEKTPOHHOM, TenerpadHoii, J12.2
TeNeTalmHON, (pakCHMMITBHO CBA3H. JI2.3J13.1
IToIMHHOCTH TOKYMEHTOB, JI3.2
TepeaBaeMbIX JaHHBIMU CPEACTBAMHU 21
cBs3u. OcoOeHHOCTH 0(OPMIICHUS U
repeaya TenerpamMmm, TeJaeTainorpamm,

(akcorpamm, Teneponorpamm. /IIp/
Pa3nea 3. CamocTosiTeibHast padoTa

3.1 Oynkuun nokymenta. CocraB u TIK-2 JI1.1J12.1
Kkiaccuukanyst QyHKIMA JOKyMEHTA. 2.2
VYnpasnendeckas GyHKIHS JOKYMEHTA. JI2.3J13.1
CaoiicTBa nokymenTa. Knaccudukarms J3.2
JOKYMEHTOB. JIOKyMEHT KaK UCTOYHHUK U 21
HocHTeNb HHpopmanuu. CBoiicTBa
nHpOpPMAIHH, CoJepKaleics B
Jnokymentax. /Cp/

32 [IpaBoBoe obecneuenue mpoiecca IIK-2 JI1.1J12.1
JIoKyMeHTHpoBaHus. HopmaTuBHO- J12.2
MeToandecKas 06a3za TOKyMEHTallnOHHOTO JI2.3J13.1
obecrieueHus ynpasieHus B PO. JI3.2
OcHOBHbIE TOHATHSA B chepe 21
JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs
ypasieHus. HarpoHanbHble cTaHaapThl
B 00J1aCTH TOKYMEHTAIMOHHOTO
o0ecrieyeHus yIpaBIICHUS.

MexayHapoaHbIe CTaHIAPTHI IO
Jenonpou3BoACTBy. KnaccudukaTopst
TEXHHKO-IKOHOMHUYECKOH U COLUATBHOM
nHpopmarmu. MeToardeckas U yaeOHas
JUTEpaTypa Mo AETOMPOU3BOJICTBY U
apxuBHOMY nemny. /Cp/

33 CucTeMbl JOKYMEHTALUH, UCTIOIb3YeMble TIK-2 JI1.1J12.1
B JIEATEILHOCTU TAMOYKEHHBIX OPIaHOB. 2.2
OpraHu3alMOHHO-PaCIOPSAUTENbHAS J12.3J13.1
JOKYMEHTALIUSI TAMO>KEHHBIX OPTaHOB, JI3.2
CIPaBOYHO-UHPOPMAITHOHHAS 21

JOKyMEHTAIIsI TAMO’KCHHBIX OPTaHOB,
JOKYMEHTAIVS TI0 JITYHOMY COCTaBY B
TaMO>KEHHBIX opraHax. TamMo)keHHbIe
JOKYMEHTBI KaK MOACHCTEMA
BHEIITHETOPTOBOH TOKYMEHTAIINH, X
knaccuukanus. Knaccnpukatops
TEXHUKO-9KOHOMHUYECKOH M COLMaIbHOMN
nHpopmannu. VX Ha3HaUeHHE U POJIH B
MH)OPMAIIMOHHOM 00eCTIeYeHIN
JIeSTENLHOCTH TAMOXXEHHBIX OPraHOB,
knaccudukanus. /Cp/




34 JIOKyMeHTHpOBaHUE YIIPaBICHUYECKOU U IK-2 J1.1J12.1
HMHOW MPOU3BOJICTBEHHON JIEATEIbHOCTH J12.2
TaMO’KEHHBIX OpPraHOB. YIIPaBICHYECKUE JI2.3J13.1
JOKyMEHTHI Kak MIMChbMEHHas (opma J3.2
VIIPaBIEHYECKUX PELICHUH, UX BUBI, 21
knaccuukanys. YHUGUIMPOBAHHAS
CHCTeMa OpraHU3aIllMOHHO-
pacmopsIUTENbHON JOKyMEHTALlUH
(YCOP]). ITpaBoBas ocHOBa
ucnonb3oarust [[OCT P7.0.97-2016.

TpeboBanus 1 mpaBmiIa K 0hOPMIICHHIO
PEKBHU3HUTOB B JOKYMEHTaX TaMOKEHHBIX
opraHoB. biaHku 10KyMeHTOB
TaMO>KEHHBIX OPTaHOB M TPeOOBaHMUA,
IIPEABSBISIEMBIC K UX 0(OPMICHHIO.
TpeboBaHMs K CTHIIIO U3T0KEHUS
peKBH3nTa «TeKcT». OpraHu3amoHHO-
pacnopsimutensHble TokyMeHTH (OPI]) B
TaMO>KEHHBIX OpraHax npaBuiia
MTOJTOTOBKH M 0()OPMIICHHE PEKBU3UTOB.
HHdopmManmoHHO-CTIPaBOYHBIE
JOKYMEHTHI U TpeOOBaHMH,
npeabsBisieMble K ux ohopmienuro. /Cp/

3.5 Ocob6eHHocTH 0(OpMIICHHS JOKYMEHTOB, TIK-2 JI.1J12.1
HCIIOJIb3YEMBIX B MEXTyHAPOIHON 2.2
MIPAKTUKE BHEITHEAKOHOMUYECKOT J12.3J13.1
nestensHocTH. KoMMepueckas (zienoas) JI3.2
neperncka. OcoOeHHOCTH 0(OPMIICHUS 31
MEXIyHApOTHOM JETOBOM
nepenucku. /Cp/

3.6 Opranu3anus paboThl ¢ JOKyMEHTaMH B TIK-2 JI.1J12.1
TaMOXEHHBIX OpraHax. J12.2
JloKyMeHTOO00POT B TAMOKEHHBIX J12.3J13.1
OpraHax: coJepKaHue J13.2
(IOKyMEHTOIIOTOKH), ATaIbl, CPEACTBA 21
MojenupoBanus. O0mue TpeOoBaHUS U
CHCTEMHBIH MTOJXO0J K YIIPaBICHHUIO
JOKYMEHTaMU B TAMOKEHHBIX OpraHax.

CHCTEeMHBII MTOAX0/T K YIPaBICHHIO
JOKyMEHTaMH B TAMOKCHHBIX OpraHax.
KoHTponb HCHOTHEHNS TOKYyMEHTOB B
TaMOXKeHHBIX opranax. /Cp/

3.7 JloxyMeHTaIbHBIC HHPOPMAIIHOHHO— IIK-2 JI1.1J12.1
1paBoBble cucTeMsl. [loHsTHE U 2.2
3¢ EeKTUBHOCTH PabOTHI J12.3713.1
«MH(POPMAITMOHHO-TIOUCKOBOI JI3.2
cucreMbd» (UIIC). Cxema paboTsI €]
HH()OPMAIIMOHHO-TIONCKOBOH CHCTEMBI
HIIC. /Cp/

3.8 OcobeHHOCTH OpraHu3aluuu paboThl C TIK-2 JI.1J12.1
HEKOTOPHIMH BUIaMU TOKYMEHTOB. 2.2
Opranu3zanys Jea0Nnponu3BOACTBa 110 J12.3J13.1
paboTe ¢ YCTHBIMU M TICbMEHHBIMU J13.2
oOpanieHusMu rpaxan. [lopsaok u 21

CPOKH pacCMOTPEHHS 3asBJICHUH rpaxkaaH
B ClIydae 00>KaJIOBaHUSI MU PELIeHuS,
neicTBus (0€37eiCTBHS) TAMOXKEHHBIX
OPraHOB U MX JIOJDKHOCTHBIX Jinil. /Cp/




3.9 Wndopmaruzamus B chepe 8 4 IK-2 J1.1J12.1 0
JOKYMEHTAILMOHHOTO 00ECIIeUeHUS 2.2
ynpasnernus. Uadopmaruzanus u JI2.3J13.1
aBTOMAaTH3AIMS IPOIECCOB PAOOTHI € J3.2
YIIPaBICHYECKUMH JOKYMEHTaMH B 21
TaMO>KEHHBIX opraHax. Cucrema
JIEKTPOHHOTO JJOKyMEHTO000pOTa B
TaMOKEHHBIX OpraHax. ABTOMaTH3aIMs
JIEIIONIPOU3BO/ICTBA B TAMO>KEHHBIX
OpraHax — Kak OTpakeHHne
COBEPIIICHCTBOBAHUS TAMOXKEHHOTO
aJIMMHUCTPUPOBAHHS — DIEKTPOHHOE
neknapuposanue. /Cp/

3.10 Howmenknarypa nen. Bunst, pons u 8 2 I1K-2 JI1.1J12.1 0
Ha3HA4YE€HUE HOMEHKIIATYPHI JEIl B 122
JEeSITeTbHOCTH TaMOKEHHBIX OPTaHOB, JI2.3J13.1
cxema nocrpoenus. opMupoBaHHe JeI. J3.2
Odopminenne nen. Cpoku XpaHSHUS o1
nen. /Cp/

3.11 Ilopsinok npoBeaeHUs SKCIIEPTU3bI 8 2 IK-2 J1.1J12.1 0
LIEHHOCTH JOKYMEHTOB B TAMO>KCHHOM 2.2
oprase. ApxXuBbl TAMO>KEHHBIX OPTaHOB, JI2.3J13.1
ux 3amaud ¥ pyrakiun. [IpuHIAIEL, JI3.2
KPUTEPHHU U STAIbl IKCIIEPTU3bI IEHHOCTH 21
JOKYMEHTOB TaMOKEHHBIX OPI'aHOB.

OkcnieptHBIe Komuccnu (DK)
TaMOKEHHBIX OPTaHOB: 3a]1auH, (DYHKITHH,
opranuzanus pabotsl. [Topsnok nepenaun
JIeTT B apXUB TaMOXXEHHOTO OpTaHa.
BrlemKka, U3bATHE €T U3 apXHUBa
TaMo>KeHHoro oprasa. /Cp/

3.12 Knaccudukanus cpeicTB OPrTeXHUKH U 8 2 TIK-2 JI.1J12.1 0
HX OCHOBHBIE XapakTepucTuku. Cpencraa 2.2
OPITEXHUKU KAK JIEMEHT J12.3J13.1
YIIPaBIEHYECKOTO TPYJa B TAMOMXKEHHBIX JI3.2
opraHax. Bujpl cpesicTB OprTeXHUKN U UX 31
OCHOBHBIE XapakTepucTuku. /Cp/

3.13 Oco0EeHHOCTH HCIIOTB30BAHMUS 8 2 IK-2 JI.1J12.1 0
2NIEKTPOHHOM, TenerpadHoH, 2.2
TeNeTalmHOM, (haKCUMHUIBHOMN CBS3H. JI2.3J13.1
[loAnMHHOCTE JOKYMEHTOB, J3.2
IepeIaBaeMbIX JaHHBIMU CPEACTBAMU €|
cBs13u. OcobeHHocTr 0hOpMIIEHUS U
riepeiada TeyerpamMm, TeleTalorpamm,

(akcorpamm, Teneponorpamm. /Cp/
Pa3zpnen 4. Yachl Ha KOHTPOJIb
4.1 Ok3ameH /Ox3aMeH/ 8 36 [K-2 J1.1J12.1 0
2.2
J2.3713.1
J3.2
€|

5. OIEHOYHBIE MATEPHAJIBI JJIs1 TPOBEJEHUASA ITIPOMEXYTOUYHOM ATTECTAIIAA

Pa3meieHbl B MPUJT0KCHUH

6. YAEBHO-METOAUYECKOE 1 TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUIIJIMHBI (MO YJIS)

6.1. Pexomenayemasi JutepaTypa

6.1.1. [lepeyensb OCHOBHOIA JINTEPaTYPbl, HEOOXOAMMON 1151 OCBOECHHUSI TUCHUILJIMHBI (MOYJIs1)

ABTOPBI, COCTaBUTEIH 3arnaBue

WznaTenscTBO, TOA

YKazaHusa

3yeBa K.A. OCHOBBI JOKyMEHTOO0OPOTAa B TAMOKEHHOM JIeJie: METO.

2019,

Xabaposck: U3x-8o JIBI'VIIC,

6.1.2. IlepedyeHb TONMOJIHUTEIbHOM JINTEPATYPbI, HEOOXOAUMO¥ 11 OCBOCHUS TUCHUILINHBI (MOTYJIs1)

ABTOpBI, COCTaBUTEIH 3arnaBue

U3 naTenscTBO, I




ABTOpBI, COCTaBUTENH 3arnaBue WznaTenscTBO, TOA
J12.1 TpancnopTHOE NpaBo: )KypHaJ .
2.2 Mup TpaHcHopTa: XKypHai )5
JI2.3 [T'yryeBa T. A. KondunennnansHoe neronpon3BoacTBO: YuedHoe mocobue Mocksa: OOO "Haywno-
nzparensckuit nentp MHOPA-
M", 2017,
http://znanium.com/go.php?
1d=766722
6.1.3. [lepeueHb y4eOHO-MEeTOAMYECKOT0 0O0ecnedeH s /15l CAMOCTOSITeJIbHOI padoThl 00yYaOIIUXCsl N0 AUCHUTIMHE
(Mony.t10)
ABTOpBI, COCTaBUTENIN 3arnaBue WznarenscTBO, rof
JI3.1 |Mycaros P. 1. Kanposoe nenonpon3BoacTso Mocksa: JlabopaTtopusi KHHUTH,
2012,
http://biblioclub.ru/index.php?
page=book&id=141262
JI3.2 | Crapxosa E.1O. JenonpounsBoacTBo: JJokyMEeHTUpOBaHKE U OPTaHU3ALIHS Xabaposck: N3a-so JIBI'YIIC,
paboTHI C TOKYMEHTaMH: METO/I. YKa3. TI0 BHITOJHEHUIO 2015,
KOHTPOJIBHOI pabOTHI s OaKanaBpoB
6.2. Ilepeuennb pecypcoB HHGOPMALHOHHO-TEIEKOMMYHUKAIIMOHHOI ceTH "UHTepHeT', HE0OXOAUMBIX /1JI51 OCBOEHUS
JMCHUIIUHBI (MOLYJIA)
91 | Kyzuenos, U. H. [lenonpon3BoacTBo : yaeOHO-cripaBouHoe nocodue / U. H. Ky3Henos. - https://znanium.com/read?
11-e u3x. - Mocksa : M3gatenbcko-Toprosasi kopnopauus «amkos u K», 2022. - 405 c. 1d=395878

6.3 [lepevyens HHPOPMANMOHHBIX TEXHOJIOTHA, HCMOJIB3YeMbIX MPHU OCYIIECTBJIEHHH 00Pa30BaTeILHOIO NMpolecca Mo
AUCHUIINHE (MOIYJII0), BK/IIOYasl MepedyeHb MPOrpaMMHOI0 odecnedeHHs! 1 MHOOPMALMOHHBIX CIIPABOYHBIX CHCTEM
(Ipu HEOOXOTUMOCTH)

6.3.1 IlepevyeHnnb MporpaMMHOIo odecreveHust

Windows XP - OneparnrionHast cuctema, auir. 46107380

Office Pro Plus 2007 - ITaker oducHbIX nporpamm, aui.45525415

Anrtusupyc Kaspersky Endpoint Security s 6usneca — Pacmmpennsiii Russian Edition - AHTHBUpYCHAs 3amuTa, KOHTPAKT
469 IBT'YIIC

Free Conference Call (cBoGomHas THIIEH3M)

Zoom (cBoOOAHAS JINIIEH3HS)

6.3.2 TlepeyeHb HHPOPMALMOHHBIX CHIPABOYHBIX CHCTEM

ITpodeccronanbras 6a3a TaHHBIX, HHPOPMALMOHHO-CIIpaBOYHasA cucteMa ['apaHr - http://www.garant.ru

IIpodeccnonanbHas 6a3a maHHBIX, HHGOPMAIIMOHHO-CTIpaBo4YHas cucteMa Koncynprantllnroc - http://www.consultant.ru

7. ONMCAHUE MATEPHUAJIbHO-TEXHUYECKOMH BA3bl, HEOBXOJIUMOW JJIsI OCYIIECTBJIEHUSA
OBPA3OBATEJIBHOI'O MTIPOLHECCA IO JUCHUIIJIMHE (MO YJIIO)

Aynutopus Haznauenue OcHaiuenue

3536 YyebHas ayquropusi A 1a00paTOPHBIX 3aHATHH, | KOMIUIEKT yaeOHOW MeOemH: CTOMbI, CTYAbS, JOCKA.
TPYIIIOBBIX ¥ HHAWBHIYaIbHBIX KOHCYIBTAINH,
TEKYIIIEro KOHTPOJIS H IPOMEXYTOUHOMH
aTTeCTalHH.

3534 Y4eOHast ayquTOPHS TS IPOBEACHUS OCHAIIEHHOCTh: KOMIUIEKT Y4eOHO# MeOenu, Jocka MapKepHasi, puoop
71a00PaTOPHBIX U IPAKTUUCCKUX 3aHATHH, J0cMOTpOBBIH "Peryna", koMIIIeke annapaTHO-IPOrpaMMHBII
TPYNIOBBIX U UHAUBUAYAJIbHBIX KOHCYIbTALUH, MoOmiIbHBI "Peryma", mepconanbuslit no3umerp AI'K-AT2140,
TEKYILEro KOHTPOJISI ¥ IPOMEXYTOUHON MOPTAaTUBHBIA MeTayutoeTekTop Smart Scan, HHTEPaKTHBHBIH CTEHI-
aTttectanuu. Jlaboparopus "DnekTpoHHOE tpenaxep "Kiaccudukanus nocmorpoBoit rexuuku'", 110 "Anpra-I'TA".
JIeKIIapupOBaHUE TOBAPOB U TexHHUeckue cpencta | Texuuueckue cpencrsa ooydenus: [1K, cereBoil mpunTep, nepeHocHOH
TaMOXKEHHOTO KOHTPOJIA". TIPOEKTOP.

452 YuebHas ayquTopus Ui IPOBEACHUS 3aHATHH 9KpaH, MyJIbTUMEAUANPOEKTOP, KOMIIJIEKT yueOHOH Mebent, MenoBast
JIEKIJHIOHHOTO THUMA JOCKa

8. METOANYECKHUE MATEPHAJIBI IJISA OBYYAIOIIUXCHA 1O OCBOEHUWIO JUCHUTIIIMHBI (MO YJISA)

Mertoaudeckue YKazaHusAa

1. PaboTa oOyuaromuxcs JODKHA OBITH OPraHN30BaHA C YI€TOM BPEMEHU M3y4eHHS TOI UM MHOU TeMBI 10 yaeOHOMY IUIaHy.
OcHOBHOM (pOpMOI KOHTPOJIS 32 CAMOCTOATEIBHOM PaboTOH 00yJarOIIMXCS SBISAIOTCS IPAKTHUECKHE 3aHATHS, a TaKKe
eXCHeIeNTbHBIC KOHCYIBTAIMH IpernoaBaTessa. PaboTa 1o moATOTOBKE K CEMUHAPCKUM 3aHATHSIM BKIIFOYaeT padoTy Hall
IpeUTaraéMbIMI BOIIPOCAMH ¥ 3aJaHUSIMHU K TeMaM 3aJaHuil.




Metoanueckue peKOMEHAAUH MO MOATOTOBKE K CEMUHAPCKUM 3aHATHUSIM.

Llenp ceMUHAPCKUX MPAKTUYCCKHUX 3aHATHH, IPOBOAUMBIX IO TUCHUILIHHE « OpraHu3anus JeJ0MPOU3BOICTBA B TAMOKECHHBIX
opraHax» - yrIyOJICHHE W 3aKpEIICHUE TEOPETHICCKAX 3HAHUH, TIOJTYYSHHBIX CTYJICHTAMH Ha MPAKTHYCCKUX 3aHATHAX U B
MpoIecce CaMOCTOSTEIHHOTO H3YUeHHUST MaTepraa, a TAKKe COBEPIICHCTBOBAHNE MPAKTHYECKUX HABBIKOB TIPUMEHEHHS
TaMOKEHHOTO 3aKOHOJATENbCTBA. DTH 3aHSATHSI SBISIIOTCS BPEMCHEM IHMCKYCCHIA, 0OMEHa MHCHUSMH U aHAIN3a, PACCMOTPEHHS U
pelIeHus TPOOICMHBIX CHTYaIlHi.

CeMUHApCKHE 3aHATHSI MO3BOJISIOT TAaKKe KOHTPOJINPOBATH YCBOCHUE CTYIEHTAMHU yaeOHOTO MaTepHaa.

ITpu moaroToBKe K ceMHHApyY 1Ie1ecO00pa3HO TOTOBUTH KOHCIIEKTHI. B HUX JIOMKEH OBITh H3JI0KEH MaTepHaN, KOTOPBIM
oOyJaromuiicss MOKET BOCIIOIB30BaThCS BO BpeMs IIPOBENICHUS ceMUHapa. M0KHO HIMETh Ha CEMHHApe HOPMAaTHUBHEIC akThL. [1pu
HOJTOTOBKE K CEMUHAPY O0yJarOIUiCs TOJDKCH OOpaTUTh BHUMAHNE Ha KIIIOUEBBIE BOIPOCHI, KOTOPHIC IPHBEACHEI B IUIaHE
cemunapa. [Ipexe Bcero, HEOOXOAUMO YSACHHUTB, UTO U3 Ce0sl IPENCTABISET JeIONPOU3BOICTBO, JOKYMEHTO000POT,
JIOKyMEHTalMOHHOE o0ecrieyeHue yrnpasieHns. Heo0xommo chopMupoBaTh CBOIO TOUKY 3PSHHUS 110 JAHHOMY BOIIPOCY.

Jlanee Hy>)XKHO pacCMOTPETh OCHOBHBIE ITOJIOKEHHS, OTHOCSIITHECS K HHCTHTYTaM POCCHHCKOTO ITpaBa.

Ycnexy mpoBeeHust 3aHATHI cliocoOCTBYeT TIIATeNbHAas! IpeBapuTeabHast IOArOTOBKA CTYIEHTOB, Ul 3TOI0 UM HEOOXOIUMO
03HAaKOMHUTHCS C 3aT]aHUEM, OTIPEICIUTh TPUMEPHBIA 00beM pabOTHI IT0 MOATOTOBKE K 3aHATHIO, BBIICIHTH BOIPOCH M 3aa4H,
OTBETHI Ha KOTOPBIE U PEIIeHNe Oe3 IpeIBapUTENbHOMN TOIIOTOBKH HE IPECTABIAIOTCS BOZMOXHBIMH; 03HAKOMHTBCS C IIEPEIHEM
HOPMAaTHBHO-TIPABOBBIX aKTOB, TUTEPATYPHBIX HCTOUHUKOB, PEKOMEHAYEMBIX 115 u3ydeHus. [IpoBectu pedepupoBanue
JIMTEPaTyphl — U3JI0KCHUE B IINCHMEHHOM (hOpMe COJIepIKaHMsI CTaThH, HAYIHOH paboTHI, pa3/ieNioB yueOHBIX TOCoOuit u 1Ip.

IIpu oTBeTax Ha BOMPOCHI M PELICHHUH 33124 HEOOXO MO BHUMATEIBHO MIPOYUTATH UX TEKCT M MOMBITATHCS JATh
apryMEHTHPOBAHHOE OOBSCHEHHE C 0053aTENFHON CCBUTKOW Ha COOTBETCTBYIOILYO IPABOBYIO HOPMY. [T0OpsiIOK OTBETOB MOXKET
OBITH pa3TMYHBIM: OO BHAYAJIE JIETIACTCS BBIBOJI, @ 3aTE€M MPHUBOISTCS apTyMEHTHI, JTHOO JaeTCsl pa3BepHYTas apryMEHTAIHS
MPUHSATOTO PEHICHHs], HA OCHOBAaHUH KOTOPOH MpeIaraeTcsi OTBET. BO3MOKHBI 1 HECKOJIBKO BAPUAHTOB OTBETOB.

3aHATHS IPOBOIATCS B hopMe CBOOOTHOMN TUCKYCCHUU ITPU aKTUBHOM yJaCTHUH CTYICHTOB, a TaK ke B ()OpMe BBICTYIICHHH C
JOKJIaJJaMH1 | TIPE3EHTAMOHHBIMI MaTeprataMi. [103ToOMy CTyIeHTHI IMEIOT BOSMOXXHOCTH JIOTIOJHATE BBICTYIIAIONIHNX, HE
COTJIANIATHCSl C HUMH, BBICKA3bIBATh U OTCTaMBATh CBOW TOYKH 3PEHHUS, ONPABIATH BBICTYAIOMINX, 3a7aBaTh UM BOIPOCHI,
npeIarath Ui 00CY)KACHHS HOBBIE IPOOIIEMBI, aHAJTH3UPOBATh IPAKTUKY IPUMEHEHHUS TAMOKEHHOTO 3aKOHOJATEIILCTBA.
Bompocs! MOTyT OBITE 3a1aHBI ITPENOAaBATEIIO.

IMoaroToBka KOKIa0B BO3MOXHA MO OTJIEIbHBIM TEMaM IIPOrPaMMBbl, a TaKXkKe Kak M0JIroTOBKa JOKJIAJ0B U COOOIIEHHUI Ha
CeMHHapCKoe 3aHsATHE. L{enbio MOATOTOBKHY JIOKIIAI0B SBISIETCS IPUBUTHE CTYJICHTaM HaBBIKOB CAMOCTOSITENIBHON pabOThI HaJ
JUTEpaTyPHBIMHU, HOPMAaTUBHBIMH U CTATHCTHYECKIMHI HCTOYHHKAMH, C TEM, 9TOOBI HA OCHOBE UX aHANN3a H 000OIICHNUS CTYICHTHI
MOTJIH JeNaTh COOCTBEHHBIE BHIBOABI TEOPETUIECKOTO U MIPAKTUIECKOTO XapaKTepa, 000CHOBBIBAS HX COOTBETCTBYIOIMINUM 00pa3oM.
Jloknas npeyiaraercst COnpoBOXKAaTh CAMOCTOSTEIBHO ITOITOTOBICHHOMN MPE3EHTALMEeH, YTO O3BOJISET JOKIATUUKY
CTPYKTYpHUpPOBATH OCHOBHBIE TTIOJIOKECHUS U TPEHUPYET YMEHHE BBICIIATH OCHOBHOE, a CIIYIIATENsIM 00JIer4aeT yCBOCHHE
noJygaemMoii nHpopManuu.

Pazperaercs 1CHoNIb30BaTh HA 3aHATUSX 3aMMCH C OTBETAMH HA BOIIPOCH U 3aJa4H, BBIIIOJIHEHHBIE BO BPEMSI ITOJTOTOBKH K HHM,
TEKCTHI HOPMaTHBHBIX aKTOB, yIeOHYIO M IOTIOTHHUTEIBHYIO INTepaTypy. Kak 3a ycTHBIE, Tak U 3a MICEMEHHBIE OTBETHI CTYACHTAM
BBICTABIISIOTCS OLICHKH 110 IMATHOAILUIBHOM cucteme. [1o mpennoskeHu o IpenojaBaTelis CTyIeHT MOXKET U3JIOKHUTh COIepKaHHe
BBITIOJIHEHHOW MM MTHUCHbMEHHOHM PaboThl HAa MIPAKTHYECKHUX 3aHATHSAX, IIOCIIE YEro TPYIIIE IPEAIaraeTcst 00CyKIeHUE IPOOIEeMHBIX
BOIIPOCOB B (hopMaTe Kpyrioro cTona.

Lenp Takol GopMBI pabOTHI KaK PEIICHUE CUTYaTUBHBIX MPAKTUYCCKUX 3a/1a4 — BBIICHEHHS CTEIICHH YCBOCHUS H3y4aeMOT0
Martepuaina. Pabora caaercs oOydaromMMuCs Ha CICAYIONIEM IT0 TUIaHy 3aHATHH. [IHChMEHHYIO paboTy MOXKET OBITh 3a/1aHa Kak 110
yXKe U3ydeHHOH, Tak ¥ 1Mo n3ydaemMoii reme. O0beM padoTsl — 1-3 crpanuibl. OCHOBHOE OTIIMYHE TOMAITHEH KOHTPOIBHOHN paboTh
OT aHAJIOTUYHOH ayAUTOPHOU pabOTHI C HCIOIB30BAHUEM MAaTEPUATIOB COCTOUT B CTEIEHH CIOXKHOCTH MPEAaraeMbIX
npenojaBareneM 3aaad. [1o0 OKOHYaHUH 3aHATHS MPENOIaBaTelb MOJBOIUT UTOTH, OTMEYACT YPOBEHb MOJTOTOBKH K 3aHATHIO.

[Ipu moxBeIeHNH NTOTOB CaMOCTOSTENEHON pabOTHI peroaBaTeieM OCHOBHOE BHUMAHHUE TOJKHO YICISATHCS pa30opy U OIeHKe
JTyqmmx paboT, aHau3y HeocTaTkoB. I1o npeoskeHuo penoaaBaress 00ydaromuiicss MOXKET U3JI0KUTh COJlepIKaHue
BBITIOJIHEHHON MM MTHUCHbMEHHOH PabOThl HAa MIPAKTHYECKHUX 3aHATHSAX, IIOCIIE YETo TPYIIE PEAIaracTcst 00CyKIeHUE IPOOIEMHBIX
BOIIPOCOB B (hopMaTe Kpyrioro cTona.

[TpoBeneHue yaeOGHOTO Mpoliecca MOXKET ObITh OPraHu30BaHo ¢ uctonb3oBaHueM DMOC ynuBepcuTeTa U B IM(POBOH cpere
(TpyNITEI B COIMANTBHEBIX CETSIX, JIEKTPOHHAS IT0YTa, BUICOCBS3b U [ p. IIATGOpMBI). YdueOHbIe 3aHATHs ¢ mpuMenenneM JJOT
MPOXOJIST B COOTBETCTBHH C YTBEPKICHHBIM pacicaHneM. TeKymuii KOHTPOIb B MIPOMEKYTOUHAsT aTTECTAINS 00yJarouXCst
npoBoautcs ¢ npumenenuem JOT.

2. OcHOBHBIE (POPMBI TEKYIIETO KOHTPOJIS 3HAHHUH: ONPOCHI, TECTHPOBAHUE, SK3aMEH.

Ompocs! (MMChMEHHbIE/YCTHBIC), CTIOBAPHBIM AUKTAHT 110 KaTETOPUAIFHOMY alapary, A 9ero o0yJaromumcs HeoOX0auMo
YCBOUTb OCHOBHBIE IIOHSTHUS (TEPMUHBI).

TecTupoBaHHE MOXKET IPOBOJUTHCS MO OTACTEHBIM TeMaM Kypca | 10 BCeil UCIUIUIMHE B BUIE HTOTOBOTO TECTA.

Meroauueckrue peKOMEHIAIKH [0 TOATOTOBKE K TECTHPOBAHUIO.




[Ipu mOATOTOBKE K TEOPETUUECKOH YaCTH TECTHPOBAHUS HYXKHO, IIPEXK/E BCET0, IPOCMOTPETh KOHCHEKT MPAKTUYECKUX 3aHATHH U
OTMETUTH B HEM MMEIOIUECS BOMIPOCHI KOJIOKBUYMa. Eciu kakne—To BOIPOCH! BBIHECEHBI PENO1aBaTENeM Ha CAMOCTOSITENbHOE
U3ydeHne, ciueayeT oOpaTUThCS K yaeOHOH uTepaType, peKOMEHIOBaHHOI IperoaBaTeieM B KauecTBE NCTOUYHHIKA CBEICHHH.
Taxoke IpHu HOATOTOBKE K TECTUPOBAHHIO CIIEAYST IPOCMOTPETh KOHCIEKT MPAKTHUECKUX 3aHATUI U BBIICIHTh IPAKTUIECKHE
3a7laHus, OTHOCAIIMECS K JaHHOMY pas3zeny. Eciu 3a1aHus Ha Kakue — TO TeMbl He ObUTH pa300paHbl Ha 3aHATUSAX (WK pelLIeHHs
KOTOPBIX OKa3aJIUCh HE MOHITBIMHU), CIEAYET 0OpPaTUThCS K yUeOHO! JIMTEpaType, peKOMEH/I0BaHHOMN ITPEIo1aBaTeIeM B Ka4ecTBE
MCTOYHMKA cBeAeHNH. [1071e3H0 caMOCTOATENBFHO PENINTh HECKOIEKO THIIMYHBIX 33JaHUH 10 COOTBETCTBYIOMIEMY Pa3Iely.

ITonroroBka sK3aMeHy.

ITpu moaroToBKe K 9K3aMEeHY HEOOXOANMO OPHEHTHPOBATHCS HAa MaTEepHall, YCBOCHHBIH B paMKax IPAKTHYECKAX 3aHATHI, pabodyro
IporpaMMy JTUCIUIIIMHEL, HOPMAaTHBHYIO, YIEOHYIO I pEKOMEHIyeMyto TuTepaTypy. OCHOBHOE B IIOJTOTOBKE K 3K3aMEHY - 3TO
MOBTOPEHHE BCEro MaTepraa U3ydeHHOH AUCIMIUIUHLL. [Ipy MOATrOTOBKE K cAade K3aMeHa CTYIEHT BeCh 00beM pabOThl JOIKEH
pacrpenensaTb pABHOMEPHO 10 JHAM, OTBEAECHHBIM /I OATOTOBKU, KOHTPOJIUPOBATh KaX /bl IEHb BBINOJHEHHE HAMEYEHHON
paboTeI. B meprox MoATrOTOBKH K K3aMeHY CTyACHT BHOBB 0OpaIIaeTcs K y)Ke H3ydeHHOMY (IIPOHIeHHOMY) YIeOHOMY MaTepHay.

JIn1s MOArOTOBKM K MMPOMEXKYTOYHOHM U UTOrOBOM aTTECTAllUU CTYAEHTY PEKOMEHIYeTCs 03HAKOMUTBCS CO CIHCKOM BOIIPOCOB U
YCIIEITHO OTBETUTH Ha COJIeprKalyecs B HUX BOpock!. [Ipu nquctaHInOHHOM 00ydIeHHH BO3MOXKHA cAada 3a4eTa B popme
tectuposanust. s nur ¢ OB3 HomONHUTENBHBIX YCIOBHH He TpedyeTcs. AucumHa MOXeT OBITh OCBOCHA C IPUMCHEHHEM
JUCTaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH.




