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Paboyas nporpaMma AUCHUIUIMHEI
«/lokyMeHTAaMOHHOE 0O0ecneyeHHe YIPaBJICHUS

pa3paborana B coorBercTBuu ¢ ®PI'OC BO:

e  OdepepanbHbIid roCy/IapCTBEHHBII CTaHmapT BBICILIETO o0pa3zoBaHUs -
OakayaBpuaT 1o HaIPaBJICHHUIO MTOATOTOBKH 38.03.04 l'ocynapctBerHOE u
MYHUIIMIIAIBHOE yIpaBlIeHUE (ITpuxas MuHucTepcTBa HayK{ u BBICLIETO
00pa3oBaHUs Ne 1016 0T «13» aBrycra 2020 T. (3aperucTpupoBaHoO
MununcrepctBa  rocturuu  Poccuiickoir  @emeparun 27 aBrycta 2020 1. Ne
59497),

®  METOAMYECKUH WHCTpyMEHTapHui 1o YCTaHOBJICHHUIO KBaJIN()UKAITMOHHBIX
TpeOOBaHMi I ¢ 3aMeLEHUs JIOJKHOCTEN roCy/1apCTBEHHON rpaXaaHCKON
CITYKOBI, pa3paboTaHHBIM MunucTepcTBOM TpyAa u COLIMaIbHON 3aLUTHI
Poccuiickoit deneparuu.

e @epnepanmbHble  3akoHB: 'O MyHHUIMOanpbHOM  cimyk6e B Poccmiickoit  Denpeparun’
oT 02.03.2007 Ne25-03 u "O roCy1apCTBEHHON rpaXIaHCKON ciyx0e
Poccuiickoit @enepanmu” ot 27.07.2004 Ne79-03;

e [IpodeccronanbHblii CTaHAapT 08.037 "busHec-aHaMUTHK", YTBEPKIECHHBIN
[Ipuxazom Muntpyna Poccun ot 22.11.2023 N 8211;

e [IpodeccronanbHbIHN CTaHAapT 08.043 "OKOHOMUCT npennpuaTus’”,
yTrBepxaAeHHbIH [Ipukazom Muntpyaa Poccun N 1611 ot 30.03.2021.

COCTaBJIeHA HAa  OCHOBaHMM  Y4eOHOrO IUIaHAa  HampaBleHHOCcTH  «l'ocymapcTBeHHOE U

MYHULIUIIAJIBHOC YIIPABJICHHUC),

Pabouas nporpamma ojo0peHa Ha 3aceflaHuu Kadeapbl DKOHOMHUKHI
[IpoTokomn ot 15.06.2026 r. Ne7

3aBenyrouuii kadeapoit

M Kucenes B.B.



Heﬂb OCBOCHHUSA NUCHHUIIINHDbI

Henab AUCHUIUIMHBI: CO3/IaHHE Yy CTYACHTOB KOMILJIEKCA 3HAHUW O BHUJAX YIMPaBICHYECKHX
JIOKYMEHTOB, TMpaBWJIaXx WX CO3JaHUsI W O(OPMIICHHS, O COBPEMEHHOW OpraHU3aIfu
JIeTIONPOU3BOJICTBA HA MPEANPUSITHSIX.
3amayu y4eOHOM QU CHUIINHBI:
—  TIPUBUTH HABBIKU Pa3pabOTKH pa3IMYHBIX (DOPM YIpaBIEHYECKUX JOKYMEHTOB,
— TPUBHUTH HABBIKM UCMOJIH30BAHUS O(PUIMATHHO-ACIOBOTO CTWJS TMPU COCTAaBICHUHU
YIPABJICHUYECKUX JTOKYMEHTOB,
—  Hay4HTh COCTABIATH YHU(DHUIIMPOBAHHBIC (DOPMBI YIIPABJICHUECKOW TOKYMEHTAIIUH,
—  03HAaKOMHTH CO CTPYKTYPOH M (PYHKITUSIMHU JEITONPON3BOJCTBEHHBIX MMOIPA3ACICHUN HA
NPEANPUITUSIX,
—  O3HAKOMHTH C METOJaMH PabOTHI C yIPABICHUECKON JOKYMEHTAIMEH Ha TIPEIIPUSITUSX,
— JaThb MNPEJCTaBI€HHWE O TEHIEHIHUAX pPa3BUTUS COBPEMEHHOTO JIEJIOMPOU3BOJICTBA,
METO/IaX €ro COBEPIICHCTBOBAHUS.
— O3HAaKOMHUTh C  COJEpXAHWUEM  CICIHAIBHOW  JUTEpaTypsl IO
JIETIOTPOU3BOJICTBA U JOKYMEHTUPOBAHUS YIIPABICHUECKOU JIEATETLHOCTH.

npoOaemMam

1. MecTo AMCHHMILVINHBI B CTPYKTYpe 00pa3oBaTe/bHONH POrpaMMbl
Hucnunmuaa B1.B.17 oTtHOCHTCS K 010Ky 00pa3oBaTeIbHOM MporpaMMebl, (OpPMHUPYEMOit
Y4aCTHUKAaMHU 00pa30BaTEeIbHBIX OTHOIICHHH.
J1s1 0OCBOEHUS AUCHUIUINHBI HEOOXOMMBbI 3HAHUSI, YMEHUS U HABBIKH, IIOJyYEHHBIE B X0O/1€
OCBOCHMS CIIEAYIOIIUX AUCHUIUIMH: «PyCCKUH SA3bIK U KyIbTypa peun», «IIpaBoy.
OcBoeHHe AUCHUIUINHBI HEOOXOAUMO AJIS CIEYIOIUX TUCIMILIMH: IPOU3BOACTBEHHAs IPAKTUKA
(mpenauIIOMHas ), BBITYCKHAs KBaJTU(HUKAIIMOHHAsA padoTa.

JuctumimHa u3ydaercs Ha 3 Kypce 6 cemecTpe 1o o4Hou Gopme, Mo ocTambHbIM hopMam
5 kypce, B 10 cemecTpe.

2. IlepeyeHb IVIAHNUPYEMBIX Pe3yJIbTATOB 00y4YeHHS M0 AUCHHUILINHE, COOTHECEHHBIX €
IVIAHUPYEMBIMHU Pe3yJIbTATAMH OCBOCHHSI 00Pa30BaTeIbHON MPOTrPaMMBbl

B pesynbraTte OCBOEHHS IOUCHMUIUIMHBI OOYYalOIIMKCS JIOJDKEH IPOJIEMOHCTPUPOBATH
CJIEIYIOLNE PE3YIbTAThI:

KoMmeTeHmust Nuauxkaropsl IlepedyeHb MIaHMPYyEMBbIX Pe3yJbTATOB
00y4eHHs M0 AUCHHUILINHE

HIIK-6.1 3naem B pesynbrare OCBOEHMS IHCIUILIMHBI
meopemuyeckue u 00yJaroIuiCcs TOIHKEH:
HOpMAmMueHo npasogvle | 3Hamo:

I1K — 6. Criocoben OCHOGUI - OCHOBHBIE HOPMaTUBHO IPABOBBIE AKTHI B

KaueCTBEHHO 0e10npou3800Ccmea 8 Oynymeir  mpodeccuoHanbHON  cdepe;

BBITIOTTHSTh cghepe cnenupuKy  3aKIIOUEHUS  Pa3ITUYHBIX

MCIIOJIHUTENIBHO- 20Cy0apcmeenHo2o u JIOTOBOPOB U CHEIOK;

pPaclopsAMTENbHBIE | MYHUYUNATLHOZO - OCHOBHBIC TIOJIOKCHHS, TPHHIIMIIGI,

1 o0ecreunBaIoIIue | ynpagieHus CTaHIapThl M CHCTeMbl B  o0Oiactu

byHKIMK IpU HIIK-6.2. JOKYMEHTAUOHHOT'O obecrieyeHus

pelieHnn Ocywecmensem yIpaBieHUsI B OpraHU3aliy;

po(eCCUOHANIBHBIX | NIGHUPOBAHUE U Ymems:

3a1aqy npogedeHue 3aKynoK - MPUMEHSTh Ha MpPaKTHKE
Moeapoe u 3aKioyeHue | 3aKOHOJATENIbHBIE  aKThl;  MPUHAMATh
20Cy0apcmeenHvIX MIPaBOBbIE PEILICHNUS; YCTaHABIUBATh (DaKThI
KOHMPAKmMos Ha MIPABOHAPYIICHUI;  OMpENeNsiTh  MEpBI




nocmaeKku moeapoe,

UIIK-6.3. [Inanupyem u
peanuzyem Kaopogyio
HONUMUKY

oKa3aHue ycuye, HEOOXOIMMBIE MEpBl K BOCCTAHOBJICHHIO
8bINOIHeHUue pabom O | HapyIIEHHBIX MPaB.

HYHCO Bianers:

20Cy0apcmeeHHo20 - CYIIIHOCTBIO CUCTEMBI JICTIONPOU3BOJICTBA
opeaua. - TEXHOJIOTUEH, TPUMEHACMYIO TIPH

MPeapPUATHIX

OTBCTCTBCHHOCTHU BWHOBHBIX; IPUHUMATH

opranu3anuu paboThl ¢ JOKYMEHTaMH Ha

3. O0peM JIHCHHILIMHBI
aKaJeMHYeCKHX YacoB,

4. Conep:kanue JTUCUMILIHHDI,

B 3QaY€THBIX €JUHHIAX ¢ YKasaHHEM KOJIAUYIECTBA

BbIICJCHHBIX HAa KOHTAKTHYI0 padoTy o0ydamomuxcs C
npenogasarejieM (Mo BHAAM Y4YeOHBIX 3aHATHH) W HAa CaMOCTOSITEJIbLHYH PpadoTy
00y4YarIHuXCcs
OO6mast TpymoeMKoCcTh (00bEeM) AMCIUIUIMHBI COCTABISIET 3 3aueTHBIX eauHuIl, 108
aKaJIeMMYECKHUX yaca.
Ha ydeGHbIe 3aHATHSI IEKITMOHHOTO THUITA OTBOJIUTCS IO OYHO-3209HOM hopMe 6 4acoB,
Ha 3ansaTHS pakTHYeCKOro (CEeMHUHAPCKOTO0) TUIIA —II0 OYHO-3a09HOM popme 16 gacos.
CamocrosiTenpHas paboTa cocTaBisIeT COOTBETCTBEHHO 8() 4acos.

Ha nmonroroBky k 3a4eTy 1o 04HO-3a049HOM popme oOydeHue - 4 daca.

CTPYKTYPHMPOBaHHOEe MO TeMaMm (pa3aenam) ¢

YKa3aHHEM OTBeJICHHOI0 HAa HMX KOJHMYEeCTBAa aKaJAeMHMYEeCKHX YaCOB M BHAOB YYeOHBIX
3aHATHH
5.1. TemaTuveckue pasiesibl JMCHUILIMHBI 1 KOMIIETEHIIMH, KOTOpbIe (popMupyroTcst
NMPHU UX U3YYEHUH

Ne | HammenoBanue Conep:xanue pasaena Kon
n/n pasaena popm
JHUCITUTLTAHBI upye
MoOii
KOMII
eTeH
107011
1 Tema 1. Lenp, 3amaum, mpeamer, o0bekTr  u3yudenus | [IK-6
Hemn u 3agaun | guctumuinael. [TOCT P 6.30-2003  «YHudumuposanasie
U3y4eHust CUCTEMBl JOKYMEHTAIluu. YHH(PHUIMPOBAHHAS CHCTEMa
AU CIHUIINHBI. OpraHU3aIMOHHO-PACTIOPAIUTEITLHON JIOKYMEHTAITUH.
3akononareiabH | TpeGoBaHus K 0pOPMICHUIO JOKYMEHTOBY.
oe CocraB HOPMAaTUBHO-METOIUYECKOMN 0a3el
¥ HOPMATHBHO- | JICJIONIPOM3BOJICTBA. 3aKoHOJaTenbHbIe akTel PD B chepe
METOAHYECKOe nHpopmanuu U JOoKymeHTarmu. HopmaTuBHBIE MpaBOBbBIC
peryJiMpoBaHue, | aKTbl (efepaJbHbIX OPraHOB HCIIOJHUTENBHON BJIACTH,
J0Y perilaMeHTupYIoLue BOIIPOCHI JIOKYMEHTaIIMOHHOTO
obecrieueHus. lNocynapcTBeHHbIC CTaHIapTHI Ha
JTIOKYMEHTAIIHIO. YHudumpoBaHHbIe CHCTEMBI
JIOKYMEHTAIUU.
2 Tema 2. Enunbie TpeboBaHus Kk O1aHKaM JOKYMEHTOB. Bub [1K-6
OcHoBHBIE 6nankoB, [TpaBuia opopmieHust JOKYMEHTOB IpU
Tpe0OBaHMA K HCITOJIb30BAaHUH TEXHUYECKUX cpenicTB. COCTaB pEKBU3UTOB
oopMIIeHU IO nokymentoB OP/I. IIpaBuiia ohopmiieHns: peKBU3UTOB
yHpaBJIeHYeCKHX | 3ar0JIOBOYHOM YaCTH JOKYMEHTA: YIII0BOE, MPOI0JIbHOE.




(opranmzammonn | Kox opranuzanuu - aBTopa JokyMeHTa. OCHOBHOM

0- rOCYJapCTBEHHBIN PErUCTPALIMOHHBIA HOMEDP FOPUIUYECKOTO

pacnopsiiuTesibH | una. HammeHoBaHMe opraHU3aluy - aBTopa JOKyMEHTA.

bIX) Ha3Banue Buza nokymenra. Jlara qokymeHTa.

JAOKYMEHTOB. PerucrpanuonHselii HOMep JOKYMEHTa. MecTO COCTaBIICHUS
WM W3/1aHus JOKYMEHTa, TpeOOBaHUs K TEKCTaM
JNOKyMeHTOB. COKpaIlleHHBIE CJI0BA. 3ar0JI0BOK K TEKCTY
nokymeHTa. OTmeTka o Hanuuuu npuioxenus. [lognucanue
U YTBEp)KJIEHUE T0KyMEHTOB. CoriacoBaHue JOKYMEHTOB.
Ortuck nedatu. BusupoBanue 1okymeHToB. OTMETKA Ha
JIOKYMEHTE: OTMETKA O MOCTYIJICHUH IOKYMEHTA B
OpraHU3aIHI0, PE3OJIFOLUA, OTMETKA O KOHTPOJIE, OTMETKA O
3aBepeHMH KOMMHU JOKyMeHTa. nentudukarop
AJICKTPOHHOM KOMHH TOKyMeHTa. OTMeTKa 00 UCTIOJIHHUTEIIC.
OTmeTKa 00 MCTIOJIHEHUH JOKYMEHTA M HalpaBJICHUU

Tema 3. OpranuzanuonHas nokymenrauusa. O6mue Tpedosanus k | [IK-6

OpranuM3aiuoHH | OPraHU3alMOHHBIM JOKYMEHTaM. Y CTaB MPEANPHUATHS.

0- JomxHocTHas uHcTpykius. [lonoxenue. [lItatHoe

pacnopsiiuTesibH | pacnucadue. CTpyKTypa U IITaTHAask YACIEHHOCTb.

ble Crtpykrypa u ux cogepxanue. [IpaBuna ux odpopmiaeHus.

JAOKYMEHTBI, HX
cocTaBjieHHe
oopmiieHHeE.
JlenoBas u
KOMMepuYecKasi
nepemnucka

CoctaB 00s13aTEIbHBIX PEKBU3UTOB U TPEOOBAHUS K
odopmienuro. Llenb 3Tux T0OKyMEHTOB, MOPSIIOK U3/1aHus,
YTBEPKJICHHS U PETUCTPALIIH.

PacnopsimuTenbHble TOKYMEHTHI Kak 0/1Ha U3 (hopm
HCIIOJIHUTENIbHO-PACTIOPSAIUTEIHLHOM JIEITETbHOCTH
OpraHu3alui, ydpexaeHu, npeanpustui. [Ipukassl, ux
Bubl. [IpaBuna opopmiienust. OCOOEHHOCTH COCTaBIICHUS
MIPUKA30B 10 OCHOBHOM JI€ATEIHOCTH U IPUKA30B 110
TUIHOMY cocTaBy. OCOOEHHOCTH B COCTABJICHUH 3ar0JIOBKOB
1 GOPMYIMPOBOK KOHCTATUPYIOIIECH YaCTH.
PacnopsaurenpHas 4acTe - cxema mocTpoeHus. Beinucka u3
pHKa3a, ee Ha3HauUeHUE U MpaBuiIa 0OPMIICHHUS.

[Monroroska, opopmieHne yka3aHUN U pacTOPSKCHUH.
Cranny noAroTOBKY NPOEKTA PACHOPAIUTEIBHOIO
nokymenTa. [IpaBuna ero Bu3npoBaHusl, MOANUCAHUS U
peructpanuu. Cpoku UCIIOJHEHUS U BPEMsI I0BEICHUS
uH(pOpMaIUU 10 KOHKPETHBIX UCIOTHUTENEH.

NudopmannnoHHO-CIIpaBOYHBIC JOKYMEHTHI.
Haznauenue u coctaB nH()OPMALIMOHHO-CITPABOYHBIX
nokymeHToB. CripaBka. PeKBU3UTHI CIPABOK, BUBI CIIPABOK,
IpaBuJja HAITUCAHUS.

Jloknagubie 3anucku. Llensb qOKIIaaHbBIX 3aUCOK,
npaBuia opopmieHus. O0bsiCHUTENbHBIC 3anTUcKu. L{enn
OOBSICHUTENBHBIX 3aHMCOK, MPaBuiia 0(hOPMIICHUS.
CrnyxebHas 3am1CKa, €€ Ha3HAYCHHE.

AxThl. Cxema cocTaBiieHuUs akTa. PEeKBU3UTHI aKTa.
CocraBHble yacTu akTa. [lopsaok noanucanus u
YTBEPKJICHHUSI.

[Tpotokon. TpeGoBaHus K COCTaBICHUIO 1 O(POPMIICHHUIO
MIPOTOKOJIOB. PEKBU3UTHI, COCTaBHBIC YaCTH. BuIb1
IIPOTOKOJIOB: TIOJIHBIE, KpaTKKe, COKpalleHHble. JloBeieHne
penieHnii (MOCTaHOBJICHUH) 10 HCTIOTHUTETICH.




JlenoBoe MUChMO B YCIOBUAX YHU(UKALINU.
OdunmanpHOE MMCHMO KaK CPEJICTBO CBSI3U MPEANPUITHH,
OpraHM3aluil, yupexIeHul ¢ BHEIIHUM MupoM. CTpyKTypa
nucbMa. OCHOBHBIE TpeOOBaHUA K TEKCTYy. PekoMenanun
no noctpoeruto (pas. [IpaBuna opopmiieHHs 1€I0BOTO
UChMA.

[Tonsarue 6nanka nucbma. CTaHIapThI HA POPMYIIAPHI-
00pa3ubl. PEKBU3UTHI IMChbMa U IIPAaBUIIA UX OPOPMIICHHUS.
OTnenbHbIE BUIBI THCEM: HHPOPMALMOHHOE,
0J1aro1apcTBEHHOE, MMCbMO-U3BELIEHNE, TUCbMO-3aIIPOC,
NUCbMO-TpeOOBaHKe, MUCEMO-0TBET 1 Jp. CocTaBieHue
TEKCTOB CIIY>KEOHBIX ITUCEM.

Tema 4.
Kanposas
AOKYMEHTAI U
Opranusanus
padoThI c
AOKYMeHTaMu

3HaveHHe KaJpOBbIX TOKYMEHTOB. COCTaB U BU/IbI
JIOKYMEHTAIMU 10 JUYHOMY cocTaBy. [IpaBumna ux
cocTaBlieHUs. Y HUPHUIMPOBAHHBIE (OPMBI TOKYMEHTOB.
[Tpuka3. Odopmiienne npuema Ha padoty. [lepeBon Ha
npyryto paboty. [IpenocraBnenue oTmycka. Y BOJbHEHHE C
pabotsl. JInunoe 3asBnenune. Xapakrepuctuka. CocTaBHbBIE
YaCTH XapaKTEPUCTUKH, paBUia oHopMICHUSI.

[Topsimok nBUKEHUSI JOKYMEHTOB B OpraHU3aliu.
[ToHsITHE TOKYMEHTOOOOPOTA U €r0 OCHOBHBIC ATATIBI.
O6paboTka TOKYMEHTOB, TTOCTYIAIOIINX B OPTaHU3AITUIO.
[IpenBapuTenbHOE pacCMOTPEHUE TOKYMEHTOB B CITYk)0€
JIOKYMEHTAIlMOHHOT'O 00ecrieueH s ypaBIeHUsl.

Peructparus u uHIEKCAUS JOKYMEHTOB.

KonTposb 3a ucroanennem 10KyMmeHTOB. Cpoku
UCTIOJTHEHUS TOKYMEeHTOB. Opranu3anus parruoHaIbHOTO
JBUKEHHS IOKYMEHTOB BHYTpH npeanpustus. O6padoTka
WCTIOJTHEHHBIX M OTIPABIISIEMBIX JOKYMEHTOB.
Hcnonuenne OKyMEeHTOB. AHAIU3 CTPYKTYPbI
JTOKYMEHTO0000poTa. MeTobl yueTa u COKpaIleHus
JIOKYMEHTO000pOoTa. YUeT KOJIMYecTBa U KauecTBa
JTOKYMEHTOB opranu3anuu. CokparnieHne oobema
JIOKYMEHTO000pOTA.

[1IK-6

Tema 5.

Cucremarusanus
AOKYMEHTOB U
¢dopmupoBanue
aeJ.
OnepaTuBHOe
XpaHeHue
AOKYMEHTOB H
aeJ.

Opranuzanus SKCIepTH3bl IEHHOCTU JOKYMeHTOB. O01ue
TpeOOBaHUS K CUCTEMATHU3AlH JOKYMEHTOB,
Howmenknarypa nen. CoctaBieHue 3arojioBKOB Jell.
OcHoBHbIE TIpaBuiIa popMupoBanus aei, OneparuBHOE
XpaHEHUE TOKYMEHTOB U JIEl.

[ToaroroBka nien kK apXuBHOMY XpaHeHut0. CocTaBlieHUE

BHYTPEHHEH OIMCH JOKYMEHTOB U 3aBEPUTEIILHON HAIIUCH.

CocraBnenue u ohopmiienne onuceit aen. [lepegava nen B
apxus.

[1IK-6




5.2. Pa3znenbl IUCUMILIMHBI, BUAbl Y4eOHBIX 3aHATHHA U GOPMBbI TeKYIIEro KOHTPOJISA
ycneBaeMoCTH

JUISL 04HO0-32049HOI GopMbI 00yUeHHsI

TpynoemMkocTh B yacax DopMbI
Ha xonTakTHYy1O0 TEKyImero
e paGoTy o KOHTPOJIS C
ceM | HaumeHnoBanme pa3nena |Bcero| BAAAM y4eOHBIX DopMbI yKaaHuem
ecT M CIHITHHBI (BKIL. 3aHSTHI Ha cpc | banos (npu
pa CPC) CPC HCNO0.B30BaH
UM 0ALTBHOM
J. |13 | U3 CHCTEMBI
OLICHUBAHMS)
1 |Tema l.
Lenu u 3agaun U3ydyeHUs Pedepupo Ompoc,
JTUCIUIIAHBI. 20 1 ) 17 BaHUeE pelieHue
3aKOHOJATENbHOE JTUTepaTy | HHAUBUAYAIIb
U HOPMAaTHBHO-METOJHIECKOE pBI HBIX 3a[aHHH
peryiupoBanue, J10Y.
2 |Tema 2.
OcHoBHBIE TpeOOBaHUS K Pepepupo Omnpoc,
0(hOpMIIEHUIO YIIPABIEHUECKUX 20 1 ) 17 H;j;:;y pelieHue
(opraHu3aIOHHO- PbL. HHIUBUallb
pacropsiIMTENbHbIX) HBIX 33/IaHUM.
JOKYMEHTOB.
3 |Tema 3.
OpranuzarioHHO- Pedepupo
PaCIIOPSUTENBHBIE 0 | 2 | a4 14 H;:;{;iy CHUTyauHOHHbI
JOKYMEHTBI, UX COCTABJICHUE U Db, I aHanu3.
oopmienue. Jlemosas u
KOMMepuecKas Iiepernucka
4 |Tema4. Pedepupo|  Ompoc,
Kanposas AOKYMEHTAWWA | oy | 5 | 4 16 BaHUE pelIEHuE
Opranmsanuss ~ paboTel € JUTEpaTy | MHAUBUAYAIIb
JNOKyMEHTaMU pHI HBIX 3a/IaHUN
5 |Temas.
Pedepupo Ompoc,
CucremaTtu3zaius JOKYMEHTOB RAHME peleHne
n (opmuposanue nen.| 22 2 4 16 JuTepaTy | MHIUBHIYaIb
OneparuBHOE XpaHECHUE pBI HBIX 3a1aHMH
JOKYMEHTOB U JIe.
3auer 4
UTOIo:| 108 | 8 | 16 80




5. Y4eOHO-MeTOAMYeCKOE O0ecneyeHHe CAMOCTOSITEIbHOH padoThl 00y4aromuxcs mo

AUCHHUILINHE
Ne HaunmenoBanue pasneia Coaepxanue CPC KonTpoas
AUCHHUILINHBI
1 Ilenu u 3aaun n3y4eHus paboTa ¢ mpolIeHHBIM IIpoBepka KOHCIIEKTOB

JUCLUIUIAHBIL. MaTEpUaIOM IO KOHCIIEKTaM
3aKOHOIaTEeIbHOEC JEKUUHA ¥ yd4eOHUKY
U HOpPMaTHBHO-
METOJUYECKOE

perynuposanue, J10Y.

2 | OcHoBHBIE TPEOOBAHHS K

paboTa ¢ IpONICHHBIM

[IpoBepka KOHCIEKTOB

o(hopMIICHHIO MaTepUajIoM IO KOHCIIEKTaM
YIIPABJIEHYECKUX JEKUMHA U y4eOHUKY
(opraHu3aIMOHHO-
pacnopsaUTENbHBIX )
JIOKYMEHTOB.
3 OpraHu3aioHHO- paboTa ¢ nmpoiIeHHBIM [IpoBepka KOHCIEKTOB
PpacopsIUTeIIbHBIE MaTepraIoM MO KOHCIIEKTaM

JIOKYMEHTBI, HX COCTaBJICHUE U
opopmnenue. JlemoBas u
KOMMeEpYecKas IepernucKa

JIEKIUA ¥ YICOHUKY

4 Kanposas JOKYMEHTALHS
Opraamzanust  paboOTBl ¢
JTIOKYMEHTaMHU

paboTa ¢ mpoiIeHHBIM
MaTepruaioM 0 KOHCIIEKTaM
JCKIHMHA U yIeOHUKY

IIpoBepka KOHCIIEKTOB

5 CucreMatusanus

JIOKYMEHTOB U JICII.

paboTa ¢ IpONICHHBIM

JIOKYMEHTOB U | MaTepHUajIoM IO KOHCIIEKTaM
dbopmupoBaHUe Jien. | JIGKIUH U y4eOHUKY
OneparuBHOE XpaHeHue

IIpoBepka KOHCIEKTOB

6. IIpoBeneHHe MPOMeKYTOUYHOI ATTECTAUMH 00Yy4AIOIIMXCH MO IMCUHUILIUHE

6.1. OOmme ycaoBus

[IpomexyTounas arrecranus mpoBoautcs B 10 cemectpe B (hopMe yCTHOTO 3a4eTa.

6.2. Kpurepuu u mKaJjbl OlleHNBAHUSA Pe3yJIbTATOB 00y4eHHs M0 JUCHUILINHE

Kon IMoka3arenu Kpurepun 1 mkajaa oneHuBaHUs Ilepeuennb
KOMIIETEHI] | JOCTHKeHUS OLIEHOYHBIX
UM pe3yJibTaToB CpeacTB
00yueHust 3auTeHo He3auTeHo
I1K-6 noka3areneMm | OTBeTHI Ha Marepuain TecTbl
ee MOCTaBJICHHBIE BONPOCHl | U3Jaraercs [IpakTruecku
(GbopMUPOBAHU | U3NIATAIOTCS HEIOCJIEI0BATEIbH | € 3a/1a4u
I CITY>KUT CHUCTEMAaTU3UPOBAHO U 0, COMBYHBO, HE
CIIOCOOHOCTH | MOCIIEA0BATEIBHO. MIPEACTABIISIET
Ka4y€CTBEHHO Marepuan uznaraercs ONPEAECICHHON
BBIIOJIHSTh YBEPEHHO. CUCTEMBbI 3HAaHUU




UCIIOJIHUTENBH | JleMOHcTpupyercs 10 TUCLMIUIMHE.

o- YMEHHE aHAIU3UPOBAThH Nwmerores
pacropsiiuTeNl | MaTepuall, OHAKO HE BCE | 3aMETHBIC

BHBIC U BBIBOJIbI HOCSIT HapYyIICHUs HOPM
o0ecreynBai0 | apryMEHTUPOBAHHBIN U JIUTEPaTypHOU
mue GYyHKINU | 10Ka3aTelbHbIN peun.

npu pemieHun | xapakrep. Cobmogarorces
npogecCuoHal | HOPMBI JIUTEPATYPHOU
BHBIX 3a/1a4 peun.

8. JIaGopaTopHBIii MPAKTHKYM - HE IIPEyCMOTPEHO

9. llpakTHyeckue 3aHATHUSA (CEMHUHAPBHI).

[TpakTryeckue 3aHATUS (CEMUHAPHI) SBIAIOTCA (POPMOI ayAUTOPHOMN TPyNIOBOM pabOThI

M0J1 PYKOBOJICTBOM IIPENOIaBaTelisd. 3aHATHs NIPOBOJATCA B rpynnax. OCHOBHOM LENbIO 3aHATUSA
saBisieTcs (GOpMUPOBAHHE YMEHUH peliaTh NPaKTHKO-OPUEHTUPOBAHHBIC 3a/1a41

CeMuHapckue 3aHATHA 110 KaXKA0K TeMe obecriedeHbl HAOOPOM BapHUaTUBHBIX PAaCUETHBIX

" OPraHUu3alMOHHO-IIPAKTHYCCKUX 3aaa4.

i A

10.

11

Cemunap Nel.
Tema: «llesu v 3aga4n U3y4YeHHUs JUCUMILIMHBL. 3aKOHOAATEJIbHOE
1 HOPMaTHBHO-MeToAH4YecKoe peryauposanue, 10Y».

Bonpocet memuoi:
Lenb, 3amaun, mpeaMeT, OObEKT U3yUEHHS! TUCHUTUIHHBI.
I'OCT P 6.30-2003 «YHudumpoBaHHble CUCTEMbI TOKYMEHTAIIUH. YHUPUIIUPOBAHHAS
CHUCTEeMa  OpPraHU3alMOHHO-PACIIOPAIUTEIBHON  JOKyMeHTanuu. TpeboBaHHs K
0(OPMIICHHUIO TOKYMEHTOB.
CocraB HOPMaTHBHO-METOJAMYECKOW 0a3bl JIETOMPOU3BOJICTBA. 3aKOHOJATCIIbHBIC aKThI
P® B chepe nnpopmanmu U TOKyMEHTALINH.
HopmaTtuBHble mpaBoBble akThl (eaepaabHbIX OPTraHOB MCIOJIHUTEIBHOW BJIACTH,
permaMeHTHPYIOIIHE BOMPOCHI JOKYMEHTAIMOHHOTO o0ecmeueHus. [ ocymapcTBEHHBIC
CTaHJapThl HA TIOKYMEHTALNI0. Y HU(MUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

Bonpocwt ona oocyscoenun:

JIOKyMEHT KaK HOCUTENb yrpaBiieHueckor nHpopmanuu. [Torstue, GyHKIMH 1 CrtocoObI
JIOKYMEHTHUPOBAHHSI.

[ToHsITHE «3JIEKTPOHHBIN JOKYMEHT.

Knaccudukanus 10KyMeHTOB.

S3bIK ¥ cTUITB OPUIIMATIBHBIX TOKYMEHTOB.

YHuudukanus u cCTaHAapTH3AIUS TOKYMEHTOB.

CucreMbl JOKyMEHTAIIUU PA3IUYHBIX cep ACSITETbHOCTH.

3akoHogarenbHbIe akThl PO B chepe nHPpOpMaINK U JOKYMEHTAIUH;

Vka3bl u pacnopsbkenus [Ipesuaenta PO, nocranosnenus [IpaButensctBa PO B chepe
JIEJI0NIPOU3BO/ICTBA;

HopMmaTuBHbIE TpaBOBbIE aKThl (elepalbHBIX OpPraHOB HCHOJHUTEIBHON BIACTH
(MUHUCTEPCTB, KOMHUTETOB, CIYyX0, areHTCTB), pErJaMEHTHPYIOIIUX BOIPOCHI
JOKYMEHTAIlMOHHOTO 00eCeUeHus;

TexHuueckue peraaMeHTsl U HanmoHanbHble CtanaapTsl B obnactu JJOVII;

. O6mepoccuiickue  KiIacCU(UKATOPhI, TEXHUKO-DKOHOMHYECKOH H  COIMAIbHOMN

uHpOpMaLnu;




12.
13.

14.

YHuduuupoBaHHbIe CUCTEMbI JOKYMEHTAIUH;

HOpMaTI/IBHO-HpaBOBBIG AKThl U MCTOAHUYCCKUC MOOKYMCHTHI 110 ACIOIMPOU3BOACTBY,
M37aBaeMbl€ PYKOBOJICTBOM YUPEKJICHUI OpraHu3alnil, NpeanpusiTUil;
3akoHOJATENbHbIE aKThl CyObekTOB P®D u mpaBoBble aKThl, MPUHHUMAEMble OpraHaMH
WCITOJTHUTEIIbHON BJIACTH CyOBeKTOB PD.

Cemunap Ne2.
Tema: «OcHOBHBIE TPeOOBaHNA K 0OPMIIEHUIO YIIPABJIEHYECKUX

(OpraHn3anMOHHO-PACTIOPAUTEIbHBIX) IOKYMEHTOBY.

Bonpocvi memui:

1. Enunbie TpeOoBaHus Kk O1aHKaM JOKyMEeHTOB. Buabl 61ankoB, [IpaBuna odopmienus
JOKYMEHTOB IIpH HCIOJIb30BAHMM TEXHUYECKHX cpeAcTB. CocTaB pEKBU3UTOB
nokymeHToB OP/I.

2. IlpaBuna odopmieHHs PEKBU3UTOB 3aroJIOBOYHOM YacTH JOKYMEHTA: YIJIOBOE,
nponoasHoe. Kon opranusanum - aBTopa AoKyMeHTa. OCHOBHOW IOCYJapCTBEHHBIN
pPEruCcTpalMOHHbIN HOMEP IOPUANYECKOro Inna. HanMeHoBaHME OpraHu3any - aBTopa
JIOKYMEHTA.

3. Ha3Banue Buna noxymenra. /lata noxymeHnTa. PerucrpanioHHbIi HOMEP TOKyMEHTA.
Mecrto cocTaBieHHs] WM U3JaHUs TOKyMEHTa, TpeOOBaHUSA K TEKCTaM JOKYMEHTOB.
CoxkpallleHHbIE CJIOBa. 3arojJioBOK K TEKCTy JAO0KyMeHTa. OTMeTka O Hajluduu
IPUIIOKEHUS.

4. Tloanucanue W yTBEpXkKAEHUE NTOKYMEHTOB. CorjlacoBaHue IOKYMEHTOB. OTTHCK
NEYaTH.

5. BusupoBaHue 1I0KyMEHTOB. OTMETKa Ha JOKYMEHTE: OTMETKAa O IOCTYIUIEHUH
JIOKYMEHTa B OpraHM3alHI0, PE30JIIOLMs, OTMETKA O KOHTPOJIE, OTMETKA O 3aBEPEHUN
KOIIUU JIOKYMEHTA.

6. Wnentudpukatop >SJIEKTPOHHOM KONMUU JOKyMeHTa. OTMeTka 00 WCHOJHHTEINE.
OTmeTka 00 MCIIOJIHEHUH JOKYMEHTA U HallpaBJICHUN

Bonpocwt ona oocyscoenun:
JIOKyMEHTOOOOPOT:  MOHSATHE, NPUHIMIBL, KOJIMYECTBEHHBIE M  KAa4YeCTBEHHBIC
XapaKTEPUCTHKH.
OcHOBHBIE 3TaIlbl TOKYMEHTO000pOTAa.
JIOKYMEHTOIIOTOKH: BXOZSIIAs, UCXOMASIIAsi, BHYTPEHHAS IOKyMEHTAIus. TeXHOIOTHs
00pabOTKH JOKYMEHTOIIOTOKOB.
Criermuduueckue TEXHOIOTUU 00pabOTKU TOKyMEHTAIIUN:
- KOH(pUIeHIIMaNbHAs JOKYMEHTAIHS;
- JOKYMEHTAIUS 110 O0paIIEeHUsIM IPaX1aH.

Cemunap Ne3.
Tema: «Oprann3anuoHHO-pPacOPSANTEIbHbIE

JAOKYMEHTBI, X cocTaBjeHHe U opopmiieHue. /lesioBasi 1 KOMMepUYecKasi epenucKay.

Bonpocbt memur:
OpranuzanuvonHas  JokyMeHTauus. OOmume TpeOOBaHUS K  OpPraHHU3ALMOHHBIM
JoOKyMeHTaM. YcraB npeanpusatus. JlomxHoctHas uHcTpykuus. [lonoxenue. IlItatHoe
pacnucanue. CTpykTypa M IITaTHas YuCIeHHOCTh. CTpYKTypa U ux conaepskanue. [Ipasuna
ux opopmienus. CoctaB 00s3aTeNbHBIX PEKBU3UTOB U TpeboBauus k opopmienuto. Llens
3TUX JOKYMEHTOB, MOPSIIOK U3/IaHUS, YTBEPKICHUS U PErUCTPaIIHH.



1.

PacnopsimuTenbHble TOKYMEHTHI KaK oJlHa U3 (JOPM HCIIOJHUTEIBHO-PACTIOPAIUTEIBHOM
JeATEIbHOCTH OpraHu3alul, ydpexaeHuil, npeanpustui. [lpukassl, ux suasl. [Ipasuna
opopmienns. OcoOEHHOCTH COCTaBJICHMSI MPUKA30B IO OCHOBHOW JEATEIBHOCTH U
IpPUKa30B MO JHUYHOMY cocTaBy. OCOOEHHOCTH B COCTaBJICHHHM 3arojoOBKOB U
(dopMyIHpPOBOK KOHCTAaTHpYIoIeil yacTu. PaciopsiuTenbHas 4acTh - CXeMa IOCTPOCHHUSL.
Brimucka u3 mpukasa, ee Ha3Hau€HUE U MpaBuiia 0hOpMIICHHUS.

[ToaroToBka, odopmieHue ykazaHuid ¥ pacnopspkeHuil. CTaauu MOATOTOBKH MPOEKTa
pacnopsAuTENbHOrO  JOoKyMeHTa. llpaBuna ero BM3MpOBaHUSA, TNOJIUCAHUS H
peructpanuu. CpoKH HCIIOIHEHUS M BpeMs JOBeJeHHS MHGOpMalMU JO KOHKPETHBIX
VCITOJTHUTEIIEH.

WNndpopmannoHHo-cripaBoYHble JOKYMEHTHL. Ha3HaueHue u coctaB WH(pOpMAMOHHO-
CIpaBOYHBIX JOKyMEeHTOB. CrpaBka. PeKBU3WTBI CIpPaBOK, BUIbI CIPABOK, MpPABUIA
HaIlACaHHUs.

Hoknanuele  3anuckd. Llenms  JOKIaAHBIX — 3alMCOK, MpaBWia  O(OpPMIICHUS.
OObsicHuTenbHble 3anUCKU. Lleab OOBACHUTENBHBIX 3allMCOK, MpaBHiia O(QOpPMIICHUS.
CrnyxebHas 3am1CKa, €€ Ha3HAYCHHE.

AxTtel. Cxema coctaBieHusi akta. PexBu3uThl akta. CocraBHble yacTu akta. [lopsimok
MOANMCAHUS U YTBEPKICHUS.

[Iporokon. TpeOGoBaHuWs K COCTaBICHUI0O M OGOPMICHHUIO IMPOTOKOJOB. PEKBHU3WTHI,
COCTaBHbIE 4YacTU. BuIbpl NMPOTOKOJIOB: IOJIHBIE, KpaTKHE, COKpalleHHble. JloBeneHue
peneHuit (MOCTAaHOBIICHU) 10 UCTIOJTHUTEICH.

JlenoBoe mucbMo B yciioBUAX yHUuKanuu. OdunuanbHOe MHUCbMO Kak CPeJICTBO CBSI3U
NPENIPUATHIM, OpraHU3alMi, yupekAeHUil ¢ BHEMHMM MupoM. CTpykTypa mnuchMa.
OcHoBHBIE TpeOOBaHHMS K TeKCTy. Pekomenmamuu 1o mocTtpoeHuro ¢pas. I[lpasumia
o opMIIeHHUS JIEIOBOTO MHUCHhMA.

[Monarue Onanka mucbMa. CrangapTsl Ha (OpMyNISIpbI-00pa3ubl. PekBU3UTHI MUCbMa U
npaBmwia ux  odopmieHus.  OtnenbHble  BUABL  NUceM:  UH(GOPMALMOHHOE,
0JilaroJapCTBEHHOE, MUChMO-U3BELICHHE, TMChMO-3aMpOC, MUCbMO-TPEeOOBaHNE, TUCHMO-
otBeT U Jp. CocTaBieHNE TEKCTOB CIYKEOHBIX IHUCEM.

Bonpocut ona oocyyncoenun:
OO6mmwme TpeboBaHUS K OPraHU3AIMOHHBIM IOKYMEHTaM.
VYcraB npeanpusarus.
JIOJDKHOCTHAs! MHCTPYKIIMSL.
[Tonoxenne.
[IIratHOE pacniucanue.
[Ipukassl, X BUABI.
NudopmannoHHO-CIIpaBOYHBIC JOKYMEHTHI.
JloknagHple 3aIMMCKH.
. AKTBI
10. IIporokon
11. JlenoBoe MUCHMO B YCTIOBUAX YHU(DHUKAIHH.
12. TlonsaTre 61aHKa MUChMa.

O 0N L AW~

Cemunap Ne4.
Tema: «KagpoBasi noxymentanus Oprannzanus padoThl ¢ JOKYMEHTaM#».

Bonpocet memuoi:
3HaueHne KaapOBBIX JHOKYMEeHTOB. COCTaB M BH/BI JOKYMEHTAIMH O JUYHOMY COCTaBY.
[IpaBuna ux cocranenus. Y HupuupoBaHabsie Gopmbl JoKyMeHTOB. [Ipuka3. OdopmieHue



npuema Ha pabory. [lepeBoa Ha apyryro padoty. [IpenocraBienue oTmycka. Y BOJbHEHHE C
pabotel. JluuHoe 3asBneHWe. XapakTepucTuka. COCTaBHbIE YacTH XapaKTEPUCTHKH,
npaBuia opopMIICHUSI.

[Topsimok nBHXKEHUS JOKYMEHTOB B opraHusauuu. [loHsthe nokymMeHTOOOOpOTa M €ro
ocHOBHble 3Tambl. OOpaboTka JOKYMEHTOB, TOCTYNAIOIIMX B  OpraHU3alHMIo.
[IpenBapuTenbHOE pacCMOTpPEHHE JOKYMEHTOB B  CiIy)0e JOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBicHUsI.

PGI‘I/ICTpaHI/IH 1 UHACKCAUA TOKYMCHTOB.

KonTponb 3a ucnonnenuemM 10KyMeHTOB. CpOKHM MCHOMHEHUS TOKyMeHTOB. OpraHu3anus
PaLMOHATILHOTO ABUKEHUS JOKYMEHTOB BHYTpH npeanpusatus. O0padoTKa HCIOIHEHHBIX U
OTHPABIACMBIX JTOKYMCHTOB.

HcnonHeHne MOKyMEHTOB. AHalIM3 CTPYKTYPBl JOKYMEHTOOOOpoTa. MeToapl ydera H
COKpAIIEHUS TOKYMEHTOO000pOTa. YUeT KOJIMYEeCTBa U Ka4ecTBa JOKYMEHTOB OpraHU3alllu.
Coxpamienne o0beMa J0KyMEHT0000pOoTa.

Bonpocut ona oocyyncoenusn:

1. KoMIuiekc kaapoBoil JOKYMEHTAIMU: TIOHATHE U €€ COCTABIISAIOLIME.
2. YaudunupoBanabie (OPMBI IEPBUYHON YUETHON JTOKYMEHTAIIUU TI0 YUETy TPy/ia U €ro

OILJIaThI.

3. TpynoBoii 1OroBoOp: coaep>kaHue U MOPAIOK 3aKIHOUEHHUS.
4. OcobeHHOCTH TOKYMEHTHPOBAHUS 3TAIlOB TPYIOBOM NEATEILHOCTH pabOTHUKA (IIpHUEM,

NepeBO/], OTMYCK, KOMaHAUPOBKA, YBOJIbHEHHE U AP.)

5. TpynoBas KHUXKKA: paBHJIa BeIeHUS U 0POPMIICHHUS.
6. OdopmieHue u BeeHNE TUIHON KApTOYKH U JIMYHBIX JIE]I.
7. Ilpouecc 3amuThl TpOoQecCHOHATBHBIX JAaHHBIX B KaJIpOBOM CIIyX0e.

Cemunuap NeS.

Tema: «CucremaTu3zanus 10KyMeHTOB U (popmupoBaHue aeja. OnepaTuBHOe XpaHeHHe

1.

JOKYMEHTOB H JIeJI».

Bonpocvi memui:
Opranu3anus  SKCHEPTU3Bl  IIEHHOCTH  JIOKyMeHTOB. OOmume T1peOoBaHMA K
cucremaruzanuu J1okymeHToB, Homenxiatypa pnen. CocraBiieHHE 3arojlOBKOB A€l
OcHoBHBI€E npaBuIa GopMUpoBaHus Aei1, OnepaTUBHOE XpaHEHUE JOKYMEHTOB U JIeI.
[ToaroroBka nen k apxuBHOMY XpaHeHHI0. COocTaBIeHNE BHYTPEHHEN ONKMCH JOKYMEHTOB
U 3aBeputenbHOM Haamucu. CocraBieHue u opopmieHue onuceit nen. Ilepexpaya nen B
apXuB.

Bonpocwt ona oocyscoenun:

1. Cucremartusanusi JOKYMEHTOB.

2. CocraBneHre HOMEHKIIATYPHI JAeJ: Ha3HaYeHHE, BU/IbI, 0COOEHHOCTH 0(hOpMIICHUS.
3. ®opMupoBaHuE Je1: OCHOBHBIE ONIEPAIUH.

4. IlpaBuiia onepaTUBHOIO XpaHEHUS JEII.

3. OdopmieHue Aes U COCTABICHUE OMHUCEH.

4. Ilopsiok nepenaun JOKyMEHTOB B apXUB.



IHopsinok oTpadOTKM CTYJA€HTAMH MPONYIIEHHbIX 3aHATHI

HezaBucumo ot MNPUYUHBI OTCYTCTBHA HA 3aHATHAX BCC IMPOIMYHMICHHBIC TCMbI JOJIKHBI

ObITh OTpaboTanbl. OTpabOTKa JOKHA MPOXOAWTH B (OpME MOJATOTOBKH pedepaTa Mo TeMme
NOPOMYIIEHHOW JIeKIMKM MM ceMuHapa. [lman pedepara momKeH coBHazaTh € IUIAHOM
NPOMYIIEHHOW JICKIIMY WIIK CEMUHApP

10. OueHo4HbIe cpeacTBa A1 NPOMEKYTOYHOM ATTeCTAUHN

Bomnpoce! k 3a4ery:

1.

SARRANE S A

o

13.

14.
15.
16.
17.

18.
19.
20.

21

29.

30.

Jlenonpou3BoACTBO Kak (YHKIMS yIpaBICHHUS, COBPEMEHHBIE TpeOOBaHUS K €ro
OpraHH3aIiH.

JIOKyMEeHT, OCHOBHBIC TIOHSTHS, (DYHKIIUU U CIIOCOOBI TOKYMEHTHPOBAHUSI.

Nudopmanus u 10KyMeHT.

Knaccudukanus nokymeHra.

DIIEKTPOHHBIN TOKYMEHT U JJOKYMEHTOOOOPOT.

VYuudukauus MU cTaHAapTH3alus KaK OCHOBHOE HAalpaBiCHHE COBEPILIEHCTBOBAHUS
JIOKYMEHTOB.

CucreMbl TOKyMEHTAIUH.

YHu(UIMPOBaHHBIE CUCTEMBI JOKYMEHTAIIUH.

O6mue TpeboBaHMs K TEKCTY AoKyMeHTa. [opsaiok nznoskeHus: TeKcTa T0KyMEHTa.

. HopmatuBHo-1mipaBoBas 06aza AeI0mponu3BOICTBA.
11.
12.

CocTaB pekBU3UTOB, NpaBUiIa UX 0QOPMIICHUS.

Buapl 6;1aHKOB TOKyMEHTOB, UX XapakTepucTuka. [IpaBuna odhopmieHus, H3roTOBJICHNUS,
yuéTa, UCTIONb30BaHUS U XpaHEHUs OJIaHKOB OpraHU3alI[1H.

XapaKkTepUCTUKA M COCTAB PACHIOPSIUTEIBHBIX IOKYMEHTOB: TPEOOBAaHMS K COCTABICHUIO
1 0(OPMIICHHUIO.

Kommuieke kaapoBoii TOKyMEHTaIHH.

OO6mue npaBwia 0hOPMIICHHS IPUKA30B T10 JIMYHOMY COCTaBY.

TpynoBoii 10roBoOp: coxepKaHue U MOPAIOK 3aKIHOYCHUS.

Oco0eHHOCTH TOKYMEHTHPOBAHUS ATAlOB TPYIOBOM AESITEIbHOCTH paOOTHUKA: MPUEM,
IepeBoJl, OTIYCK, KOMaHIMPOBKA, YBOJbHEHHE, IMOOIIPEHHUE, JUCHUIUIMHAPHOE
B3BICKAHUE.

[lonaTre, NPUHLIMIBI U XapaKTEPUCTUKHU TOKYyMEHTO000pOTA.

OcHOBHBIE 3TaIlbl TOKYMEHTO000pOTAa.

XapakTepucTUKa  JOKYMEHTONOTOKOB:  BXOAAIIAs,  HCXOIAIIAs,  BHYTPEHHSI
JIOKYMEHTAIHSl.

. OcobeHHoCTH PabOThI ¢ KOH(DUICHIMAIBHOW JOKYMEHTAIHEH.
22.
23.
24.
25.
26.
27.
28.

TexHomorust paboThl ¢ OOpaIICHUSIMHU TPaXKIaH.

Cucremaru3zanus TOKyMEHTOB, HX Y4eT U 00eClieYeHuEe COXPAaHHOCTH.

Homenkinarypa nemn: BUabl, coAaepKaHue U MOPSIA0K COCTABIICHUS.

®dopmupoBanue U 0ohopmICHUE JIe.

OcHoBHBIE TPeOOBAaHUS K OPTraHU3AIMH TEKYIIEro XPaHEHUS UCITOJIHEHHBIX JIOKYMEHTOB.
[loaroroBka TOKyMEHTOB K Caue B apXUB. ApXMBHOE XpaHEHHUE TIOKYMEHTOB.

Ponp  gOKyMEHTalMOHHOTO  OOECIeYeHHs] B COBEPIICHCTBOBAHUM  YIIPaBJICHUS
HNpEaIPUATUAMUI

Hcropusi cTaHOBIIEHUS W PA3BUTUS JOKYMEHTAIIMOHHOTO OOECIEYCHHS YIpaBJICHUS B
Poccun

SI3BIK ¥ CTWIIb 1€JTI0BOM IOKYMEHTAIUU



1.

11. IlepeyeHb OCHOBHOM M JONMOJTHUTEJBHOH YU4eOHOI JTUTEPaTypPhl, HEOOXOAUMOI 1JIs1
OCBOEHHS THCIUNIHHBI
OcHoBHasi quTEpaTypa:
lanuesa, H. B. [lokymeHTannonHoe o0ecrnieuenue ynpapnenus: yueonuk / H. B. 'anuena, XK. K.
INanueB. — Mocksa: Uznatensckuit Jlom MUCuC, 2021. — 188 c¢. — ISBN 978-5-907227-50-7.
— Texkcer: anextponnsiit // L{udposoit o6pazoBarensHbiii pecypc IPR SMART: [caiir]. — URL:
https://www.iprbookshop.ru/116986.html

2. Bbypmuctpor, A. H. KagpoBoe nenonpou3BOICTBO W CTaHIAPTU3ANMS Tpyda: ydeOHOe
nocobue / A. H. Bypmuctpos, M. II. Cunssuna, O. B. Kanuanna. — Cankr-Ilerepoypr: CaHkT-
[TerepOyprckuii monutexaudeckuii yausepcuteT [lerpa Benukoro, 2020. — 104 ¢. — ISBN 978-
5-7422-7046-1. — Texkcr: snextponHnslid // Ludposoii o6pazoBatensubiii pecypc IPR SMART:
[caiiT]. — URL: https://www.iprbookshop.ru/116130.html

3. Kysnenora, 1. B. KondunennuanbHoe 1eT0MPOU3BOACTBO U 3alTUIIICHHBIA AJIEKTPOHHBIN

TOKYMEHT0000poT: yueOHOe mocobue mis O6akamaspos / . B. Ky3nenosa, I'. A. XauatpsiH. —
Mocksa: A Ilu Ap Memma, 2020. — 192 c¢. — ISBN 978-5-4497-0588-4. — Tekcr:
anektponubli // Ludposoii oOpazoBarensHbiii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/97083.html

JlonotHUTE/ILHASI JIUTEPATypa:

1. MacanoBa, 0. A. MIlHHOBalMOHHBIE TEXHOJIOTHH YIPABICHUs TEPCOHAIOM: Yy4eOHOE
nocobue / FO. A. MacanoBa. — Mocksa: Aii [Tu Ap Menua, 2021. — 323 ¢. — ISBN 978-5-4497-
1161-8. — Texkct: anexrponnsiii // [{ludposoit o6pazoBarenvubiii pecypc IPR SMART: [caiiT]. —
URL: https://www.iprbookshop.ru/108225.html

2. 3emmsHckuit, A. A. VYmnpapneHue UHGOPMAIMOHHBIMU pecypcamMu B HAy4HO-
HCCIIeI0BaTeNbCKOM padoTe: yueOHoe nmocodue / A. A. 3emnsuckuii, U. E. beictpennna. — 2-e
m3a. — Mocksa: JlamkoB u K, 2021. — 110 ¢. — ISBN 978-5-394-04149-5. — Texkcr:
anexktponHsid // Iludposoit obpazoBarenvHbiii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/107830.html

13. Ilepeyenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«HTepHeT», MpodeccHoOHATBHBIX 023 TaHHBIX H HH(POPMANMOHHBIX CIIPABOYHBIX
CHCTEM, HeOOXOIMMBbIX /IJIsl OCBOEHUSI THCIUTLIMHBI

https://minobrnauki.ru/ MuHnucTepcTBO HayKH U BbIciiero oopasobanus PO
http://www.mevriz.ru/ OdurmanpHbIiA callT )KypHaia «MeHemKMeHT B Poccun u 3a pydeskom»
CnpaBounas npaBoBas cuctema «Koncynprant-ILmrocy - www.consultant.ru

CnpaBouHas npaBoBas cucrema «['apant» - www.garant.ru

https://urait.ru/ - IOpaiit - o6pazoBatenbHas argopma sl YHUBEPCUTETOB U KOJIICKEH.

14. MeToanyeckue yKazaHus 1Js 00y4arOmUXCs M0 OCBOEHUIO TUCIMIIIUHBI

N3yuenne yueOHOW aucCHUIIIMHBI «J[OKyMEHTAllMOHHOE oO0ecleueHrue YrpaBiIeHUS
MEPCOHAIIOMY» TIPENIOJIaracT OBJIaICHUE MaTepualaMu JIEKIUH, y9IeOHUKa, TPOrpaMMBbI, paboTy
CTYJECHTOB B XOJI€ ITPOBEJICHUS MPAKTUUECKUX 3aHATHM, a TaK)Ke CHCTEMaTUYECKOE BBIITOJIHEHUE
NUCbMEHHBIX paboT B (opMme pedepaToB, TECTOBBIX W WHBIX 33JaHUN A CAMOCTOSATEILHOM
paboTHI CTYICHTOB.

B xone nexuuii packpbIlBatOTCS OCHOBHBIE BOIIPOCKHI B paMKax paccCMaTpPUBAEMOro pasjierna,
JIeNIal0TCs aKIeHThl Ha HauboJjee CI0KHBIE U MHTEPECHBIE MOJIOKEHUS W3y4aeMoro mMaTepuaia,
KOTOPBIC HOOJIKHBI GBITB MNPUHATBHI CTYACHTAMHU BO BHUMAHUC. MaTepHam,I JIGKI_II/II\/'I ABJIAKOTCA
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OCHOBOW Ui TOJTOTOBKH CTYJCHTAa K HPAKTHYECKUM 3aHATHAM M BBIIOJHEHHS 3aJaHui
CaMOCTOSITENIbHON PaOOTHI.

OCHOBHOH NEeNbI0 MPAKTUYECKUX 3aHATHH SBISETCS KOHTPOJb 33 CTENECHBIO YCBOCHHS
IPOIIEHHOTO MaTepuallia, XOJOM BBIIOJHEHHUS CTYIEHTAMHU CaMOCTOSITETIbHONH padoThl H
paccMoTpeHre HanboIee CI0KHBIX U CTIOPHBIX BOIIPOCOB.

15. Ilepeyenb HHPOPMANMOHHBIX TEXHOJIOIHH, UCIOJb3yeMBbIX NPH OCYLIEeCTBICHUHN
o0pa3oBaTe/IbHOI0 mpolecca MO JMCHUILIMHE, BKJIYasi NepedyeHb IPOrpaMMHOIO
obecrieyeHus1 U MHGOPMAIMOHHBIX CIPABOYHBIX CHCTEM

OmnepanuonHas cuctema — Linux, maket oducHsix nporpamm — LibreOffice nmu6o
onepanronHas cucrema — Windows, maket oucasix nmporpamm — Microsoft Office B
3aBHCHUMOCTH OT paclpe/ieieHus ayAuTOpuil. Y4eOHbIe ayAUTOPUHU OCHAILICHBI KOMITBIOTEPHOM
TEXHUKOW C BOBMOYKHOCTBIO MOAKIIOUEHUs K ceTr "MHTepHeT" 1 obecrneueHnem 10CcTymna B
AIIEKTPOHHYIO HHPOPMALIMOHHO-00pa3oBaTenbHyto cpeny UHcTuTyTA.

16. Onucanmne MaTepUAJIbHO-TeXHUYECKOU 0a3mbl, HEeo0X0aIuMOoH IS
ocyllecTBJIeHHs 00pPa30BaTEJILHOI0 NpoLecca Mo AUCHHUILINHE

Jlnst u3ydeHus JUCUUIUIHHBL «/loKyMeHTalmoHHOe 00ecieueHre yrpaBIeHUs
MEPCOHATIOM» HEOOXOJUMO HaJINuKe ayJUTOPUH, OCHAILIEHHON MYJIbTUMEIUHHBIMU CPEICTBAMU
00y4YeHHMs [T YTEHUS JISKIUH U TIPOBEICHUS] CEMUHAPCKUX 3aHSATHH.

17. METOAMYECKHUE PEKOMEHJIAIIMU JJISI HPENOJABATEJEN MO MOATOTOBKE 1
IMPOBEJEHMIO PA3JIMYHBIX BUJIOB YUEBHBIX 3AHSITHIA.

IIOArOTOBKA M IMPOBEJIEHUE JIEKLIU

Jlekuust (ot nar. lectio — uyTeHHME) — CHUCTEMAaTHYECKOE, IOCIIEAOBATEILHOE M SICHOE
U3JIO’KEHHUE TpernojaBaTesieM y4yeOHOro mMarepHualia Wi Kakoro-inbo HaydHoro Bompoca. [lpu
HEOOXO/IMMOCTH MOXKET CONPOBOXIATHCS JIEMOHCTpalei cnaiiioB u ¢uiabmoB. Kak ogna u3
OpraHU3aIMOHHBIX (OPM U METOJO0B OOyUeHHUs TPaAUIMOHHA JUIs BbICIIEH MIKOJBL. Jlekuums —
HKOHOMHBIH IO BpeMEHH CIIOc00 COOOIEH S CTYACHTaM 3HAYUTEIbHOr0 00bemMa nHpopmanuu. B
cpenHeM ydeOHas JIeKIus 3aaumaet 1,5 — 2 gaca.

OCHOBHBIMU COBPEMEHHBIMU mMpefosanuAMuU, TPEIbIBISIEMbBIMU K JIEKLUHU, SBISIOTCS:
LEJIOCTHOE W CHUCTEeMAaTUYECKOE MW3JIOKEHHE MaTepuana, €ro Hay4dHOCTb, JIOCTYIHOCTb,
OpraHuYHas CBSI3b C IPYTMMHU BUIaMHU YU€OHBIX 3aHSATHI.

JIex1ug m0JKHA UMETh:

® YETKYIO CTPYKTYPY U JIOTHUKY PACKPBITHS MOCIEA0BATEIHHO N3Y4aeMbIX BOIIPOCOB;

® UMETh 3aKOHUYEHHBIN XapaKTep OCBEIICHHS ONPeIeIEHHON TeMbl (TPOOJIEeMBbI), CBS3b
C MPEeABIAYLIIM MaTepUaIoM;

e OBITh JI0KA3aTEJILHON U apTyMEHTHUPOBAHHOM, COIEpPKaTh JOCTATOUYHOE KOJIMYECTBO
pUMEPOB, 0OOCHOBaHU, JOKA3aTENbCTB;

® CTaBUTh NIEPE]] CTYAEHTAMH BOIIPOCHI ISl pa3MBbIIIIJICHUS;

® JIGKTOp JOJDKEH YMETh MpoOyKIaTb HHTEpeC K 3HAHUAM, CTUMYIHPOBATH K
CaMOCTOSATENIbHON paboTe;

® JIEKTOPY HEOOXOIUMO yMETh YIEp>KUBAaTh BHUMAaHHUE ayJUTOPHH, €T0 Peub J0JKHA
OBITh KYJIBTYpHOH, T.€. OTIMYATHCS CMBICIOBOM TOYHOCTHIO M TI'pPaMMaTHYECKOMH
MPaBWJIBHOCTBIO; OH JIOJDKEH BIAJETh CHENHAIbHON TEPMUHOJOTHEH U YMETh ee
Pa3bACHSATE.

Ot nektopa TpedyeTcsi He TOJIbKO YETKOE U JIOTHYECKH CBSI3HOE M3JI0KEHHUE COIEepKaHUS
IpeaMeTa, HO U YMEHHE HAIPaBUTh M CTUMYJIMPOBATh CIyIIaTeNel K aKTUBHOW MBICIHUTEIbHOM
pabote. BocnipusiTue NeKIuu caymaTeIssMUA 3aBUCUT OT KayecTBa Marepuaia. [ 1aBHoe B JIeKIUU
— yYMEHHE aKTHBM3HPOBATH IO3HABATEIBHYIO JEATENBHOCTb CIyIIaTeNed, T0OUThCS OTBETHOM
MBICTUTENIbHON peakuuu. Jlekuust mnpu3BaHa TMOATOJKHYTh CTYAEHTOB K Pa3MbIIUICHUIO,
NIOJICKA3aTh HAIIPABJICHHUS CAaMOCTOSATEIHONU PabOoThl, HOOYAUTD K JICHCTBUIO.



B kaxx10ii JeK1MU TOKHBI OBITh HEPA3PHIBHO 0ObEIMHEHBI Ba HaYaa - 00pa3oBaTeabHOe
U BOCIHUTATENbHOE. B nekuuu He MODKHO OBITh HUYEro JIHUIIHEr0, BCE HAIMpaBisieTcs Ha
JOCTHKEHHE MTOCTABIIEHHOM IeJIM, Ha PACKPBITHE OCHOBHOM WM, Ha JI0Ka3aTeNbCTBO TOTO WU
uHOrO TmosiokeHus. CyIIecTBEHHOE 3HAUYEHHWE HMMEET HCIOJIb30BAaHUE HA JICKIIUH CPEJICTB
00paTHOM CBSI3U Pa3IUYHOM CTEeNeHH CIOXHOCTH. OOpaTHas CBS3b BBICTYIAET KaK CIIOCO0 st
JICKTOpa MOTy4YaTh MPEACTABICHUE O X0JIe YCBOCHUS MaTepralia U aKTUBHOCTH ayIUTOPHUHU.

Iloozomoexka nekyuu - >TO TIPOIECC, BKIIOYAMOIMIMK B ce0s cOOp, HAKOIUICHHWE W
pacmpenelieHne MaTepuana MO BpPEMEHU, MPOAYMBIBAHHE JOTUYECKOTO MOCTPOSHUS JICKINH,
BbIJIeJICHHEe Hanbosee BaKHBIX MOMEHTOB U3 BCEro Marepuaia. JIekuus J0mKHa akKyMyJIupoBaTh
BCE HAKOIUICHHBIC MaTepuaibl, TaK WM WHa4Ye OTHOCAMecs K Teme. [Ipomecc moaroToBku K
JeKUMU WHIWBUIYyaJ€H U BO MHOTOM 3aBUCUT OT CIOKHOCTH TEMbl, MOJArOTOBIEHHOCTH
npernoaaBarels, ocooeHHocTel yuyeOHol rpynmnbel. OgHAKO, HECMOTPS HA 3TO, MOKHO BBIJCIUTH
OCHOBHBIE 3Tallbl B MPOIECCE MOATOTOBKH, XapaKTEpHBIE IS JIEKIMU IO JIIoOOMYy ydueOHOMY
npeamMety. K HuM oTHOCSTCS:

® U3y4YEHUE UCXOAHOM JOKYMEHTALINY;

e pa3paboTKa 3aMbICIIa JIEKITUU U BBIOOD 1esieco00pa3sHON METOINKY;

¢ oopMIICHHE JEKIIUH, PEIETHIIMSL.

Cmpykmypa nekyuu:

® HA3BAHUE TEMBIL;
yKa3aH#e BPEMEHH Ha JICKIIUIO B I€JIOM, BBOJHYIO YaCTh, OCHOBHYIO 4aCTh, 3aKTIOUYCHHE;
BBOJIHASI YaCTh;

OCHOBHAsI 4acCTh;
KpaTKre BBIBOJBI [0 KaXKIOMY U3 BOIIPOCOB;
3aKIJIIOUEHUE;

® CIIMCOK HCIIOJIb30BaHHOM JINTEPATYPHI.

K wucxomHo#l mOKyMeHTamuu, KOTOPOM 00s3aH PYKOBOJICTBOBATHCS TIPEIO/IaBATENb,
OTHOCHUTCSI TIporpaMMa y4eOHOW IUCHUIUIMHBI, YYeOHUKH W Y4eOHO-METOJMYECKHE IMOCOOws,
YaCTHBIE METOJMKH TPETOAaBaHus IUCIHUIUIMHBI, PACHUCAHHE 3aHATUH co cTyaeHTamu. [Ipu
pa3paboTke 3aMbIciia JEKIUU OJHOM M3 BaKHBIX 33/1ay MPENojaaBaTess SBJSETCS MOCTaHOBKA
yueOHOU mpoOIemMbl. YMEHHE HAWTH OCHOBHYIO HJICI0 B KAKIOW JEKIMOHHOW TEeME HMEET
pemiaromiee 3HaueHue g ee ycnexa. Kak mpaBmio, Tema JIeKIMHM oOlpenaeieHa y4deOHOM
nporpaMMoil mgaHHOW mucHumuiHbl. OHAa o0s3arenbHa s mpenojaBatens. V3MeHeHUs B
Ha3BaHWU TEMBI, TTOCTAHOBKE Y4YEOHBIX BOMPOCOB 00s3aTEIBHO OOCYXKmaroTcs Ha Kadempe u
TOJILKO TIOCIIE COOTBETCTBYIOIIETO YTBEPKACHUS BHOCSATCS KOPPEKTUBBL. (CaMOCTOSITETHHO
U3MEHATh UX (OpPMYIHMpPOBKY IMpernojaBareilb HE HMeeT MmpaBa. Ero mpaBo — BbmIOMpaTh
CoJlep’KaHue, COOTBETCTBYIOIEE TeME M Y4YeOHBIM BOMpPOCaM, a TaKXKE METOMbI, BEIyIIHue K
JOCTHKEHUIO ONTHUMAJIBHOTO pe3ylbTaTa I03HABATENbHON JEATENIbHOCTH CTYyAEeHTOB. I[lpu
BBIOOPE METOJIOB MPEToaBaTellb UCXOIUT U3 COOOpaXKeHHS TIearornaecKoi 1eaecoo0pa3HocTu
M ydera cocTaBa CTyleHueckod ayautopuu. [Ipm pa3paboTke CTPYKTypbl JEKIHUH Ba)XKHO
cMoIeTpoBaTh 3 (HEKT ee BO3NeHCTBUS, paCWICHUTh YI€OHBI MaTepral Ha MOIYJIH, JIOTHYECKH
yBSI3aHHBIE IPYT C APYroM, cpopMyIHUpOBaThH OCHOBHBIE UJIEU U BBIBOJIBI 110 KaXAOMY y4eOHOMY
BOTIPOCY U TEME B I[EJIOM; HAJI0 TaK MOJONUTH K COOpaHHOMY MaTepHally U Tak 3HATh €ro, YTOObI
HalWTH KaXJAOMy Yy4eOHOMY MOIYJIIO €ro JIOrH4eckoe wMecTo. Jlormdeckas CTpOMHOCTD,
COpa3MEpHOCTh M B3aMMOCBS3b OTACIBHBIX YaCTeH BEJET K YETKOCTH €€ W3JIOKEHUS, SICHOCTH
OCBeILIEHUs BOMpoca, 00JieryaeT ee MOHMMaHUe CTyIEHTaMU.

OdopMieHne JIEKINHA 3aKII0YaeTCsl, KaKk MPaBUJIo, B pa3padOTKe ee MOJHOTO TEKCTa WIIH
M1aHa-KoHcHeKTa. [IoaHbIN TeKCT JIeKIUKU He0OXOJUM MPU YTEHUH JIEKIHH 110 0c000 BaXKHOMY
yueOHOMY MaTepuaiy. B miaHe-KOHCIIEKTe TaeTcsl KPaTKOE COJepKAHUE MU3IaraéMbIX BOIIPOCOB,
dakTryeckuil MaTepuas, BbIBOJbI U 0000IIEHUS, TOMETKH O BPEMEHH M MECTE JAEMOHCTpaluu
CPEIICTB HATIIATHOCTH, a TAKXKE JIPYTHe TTOMETKH, HEOOXOAMMBIE TIPETIOAABATEIIO B X0O/I€ YTCHUS
JeKUuU. B oTIenbHBIX ciydyasx MpenojiaBaTeib COCTaBIsSIeT KPAaTKHUM IJIaH JIEKIMH, BKIIIOYas B
HEro 00s3aTebHbIC BXOIHBIC JaHHBIC U MIEPEYCHb BOIIPOCOB C PACIPEICIICHUEM UX 110 BPEMEHHU.



Beoonasa uacmo (s6eoenue).

Berymienue (BBeneHme) ompesenseT HE TONBKO TeMYy W IJIaH, HO W 1elb JieKiun. OHO
MPU3BAHO 3aWHTEPECOBAaTh M HACTPOUTH AyJUTOPUIO Ha cllylllaHue Martepuana. Ha nekiuu
MpernoaaBaTeNio HeOOXOAUMO CHayalla YCTaHOBUTH KOHTAKT C ayJUTOPHUEH, 3aTeM, HE TOPOIISCH,
YETKO U SICHO, Ha3BaTh TEMY JIEKIUH, 1aTh CTYAEHTaM 3amucaTh ee. Jlanee nepeiT K U3JI0KEHHIO
BBOJIHOM 4acTH, B KOTOPOM OIPEIENAeTCs] MECTO TEMbl B M3Yy4aeMOM Kypce U €€ 3HAu€HHUE s
MPaKTHYECKON AEATENTbHOCTU CTYACHTOB, NPOUH(GOPMHUPOBATh O PACHPEACICHUN BPEMEHH Ha TEMY.
Ecnu 310 He mepBas JeKIus 1Mo TeMe, TO MPEroAaBaTeNb JOLKEH CBS3aTh €€ C MPEAIIECTBYIOMIEH
nekuueil. Jlanee cnenyer nepeyrciauTh yueOHbIE BOIIPOCHI U JaTh BOZMOYKHOCTD CTY/IEHTaM 3aIliUCcaTh
uX.

[IpoBeneHue NEKIUU MOKET MPEeAyCcMaTpUBaTh pa3IMYHbIE BAPHAHTHI €€ Havalla, OJIHAKO B
1I€JIOM BBOJHASI €€ YacCTh JIOJHKHA YETKO OPUEHTHUPOBATh CTYACHTOB B paMKaxX paccMaTpuBaeMoiu
npo0OsieMbl, a TakKe yKa3aThb Ha TO, YTO OHHM JIOJDKHBI YCBOWUTH Ha JIEKIMH, YeMY KOHKPETHO
HAy4UThHCS.

BBonHas 4acTh KUK HE JOHKHA 3aHUMATh 0ojiee 5 — 7 MUHYT. TeMIl ee u3J105)KeHUsI, Kak
MIPABUIIO, BBIIIEC TEMIIA U3TIOKEHUS COJIEPKaHUsl y4EOHBIX BOIIPOCOB, YTO 3aCTABIISIET 00ydaeMbIX
MICUXOJIOTHYECKH COOpaThCsl U COCPEIOTOUUTHCA.

BaxxHoe ycioBue ycriexa npenojaBaress Ha JEKIIMH — MHTOHALIMS, BEIPA3UTEIbHOCTD €T0 PEUH,
ONTUMAJIbHOCTh €€ pUTMa M TEMIa, BKIIIOYEHHE 3JIEMEHTOB IoMopa. Ompenensis TeMI peud,
MperoiaBaTeNlb JAOJDKEH YUUTHIBaTh, YTO CTYIEHTHI 3alMCHIBAIOT TOJBKO TO, YTO MpENojaBaTeib
MOJUEPKUBACT TOJIOCOM, paspsAAKON pedd, MeJarorHyecKMMU INay3aMH M MOBTOPaMH OTIENBHBIX
MOJIOKEHU, IPUTTIAIICHHEM 00y9aeMbIX K TOMY, YTOOBI OHH 3aIIOMHWJIA TO WJIM HHOE MOJIOKEHUE,
BBIJICJICHHOE TIPEMNOIaBaTelNeM.

3aknwouumensnaa uacmp. 3aKIIOUCHUE B CTPYKTYpE JIEKIIMHM HMEET TakkKe OOJbIIoe
3HayeHWe, T.K. UMEHHO OHO I[O3BOJISIET IMOJBECTH HUTOTHM CKa3aHHOMY, IIOCTaBUTH IMepen
CTyJEHTaMH HEOOXOMMbIE 3a/1a4M, YKa3aTh HA CBSA3b C MOCIEAYIOMUM YIeOHBIM MaTepUATIOM U
MOPSAJOK TMOATOTOBKH K CIEAYIOLIEMY 3aHSITHIO, OTBETUTh Ha BOIPOCHI, BO3HUKIINE 32 BpeMs
nexuud. [Tociae 0OTBETOB Ha BOSHUKILIKE BOMIPOCHI JICKTOP 3aKaHYMBAET 3aHITHUE.

HeoOxonmuMo MOMHUTBH, YTO K Ba)KHEHIIMM MpEUMYIIECTBaM JIEKIIMOHHOTO OOYy4YeHHUs
OTHOCHUTCSI TO, UTO JIEKTOPY MOKHO 33/1aTh BOIIPOC U TYT K€ MOJIYYUTh OTBET. [locie Toro, kak Ha
MOCTYMUBIINKA BOIIPOC JIaH MOJIHBIA U TIOCTATOYHO 0OOCHOBAHHBIM OTBET, IPENOAABATENIO M1OCIIE
JICKIIUH CIIeTyeT 001yMaTh, IOYEMY 3a/IaHbI TAKKUE BOIIPOCHI, U BHECTH HEOOXOIUMBIE KOPPEKTHUBEI
B TEKCT JICKIIUH.

JlekTopckoe MacTepcTBO IMpenojaaBaTelis, Kak U €ro 3HaHus, OTTaYMBAIOTCA B PE3yJbTaTe
eXeaHeBHOTO Tpyna. [l sToro TpeOyeTcs TIIATEIbHBIN aHAIM3 pPE3yIbTaTOB KaXIOM
MPOYUTAHHOM JIEKIIUHU, KaK 110 €€ COCPIKaHUI0, TaK U 10 (popMe U3II0KEHUS.

ITOArOTOBKA U ITPOBEJIEHUE ITPAKTUYECKHUX 3AHATHIA

Crnenn¢uka 3Toro Buaa 3aHATHH (CEMHHAPOB) COCTOUT B BHIOJTHEHHH CaMOCTOSITEIBHO
WIN TIO/I PYKOBOJICTBOM IIPETIONABATEeNs 3aaHUil W SBISETCS aKTHBHOW (HOpMOI ydeOHBIX
3aHATUH. [IpakTHyeckue 3aHATUS NMPHU3BAaHBI Pa3BUBATh U 3aKPEIUIATH Y CTYJICHTOB HaBBIKH
CaMOCTOSATENILHON paboThl, MPUMEHATH MOIyYCHHBIE Ha JICKIMIX 3HaHUA. B xome cemmnapa
BbIpabaThIBaeTCsl yMeHUE (pOpMyTupoBaTh, 000CHOBBIBATH U U3JIaraTh COOCTBEHHOE CYXK/ICHUE
1o o0CyXaeMOMy BOIPOCY, YMEHHE OTCTaWBaTh CBOW B3IJISABI, a TAKXKe YIIIyOJISIOTCS |
3aKPEIUIAIOTCS 3HAHUSL, TIOTYYEHHBIC Ha JICKIUAX U B XOJI€ CAMOCTOATEIBHOM padoThI.

Bo Bcex ciydasx ceMHHapbl BBINOJHSIOT II03HABATENbHYIO, BOCHUTATENbHYIO U
KOHTPOJIbHYIO (DYHKIIMH, T.e. B XOJI¢ MOJITOTOBKH M TIPOBEICHHUS CEMHHApa CTYICHTHI
npuobperaroT Oosee TiyOOKHe 3HAHUS, CYIIECTBEHHO PACIIUpPSETCs MX NpEICTaBIeHHUE 00
HM3y4aeMoOM TIpeIMETe, MPUOOPETAETCS CIIOCOOHOCTh CBOOOIHO OINEPUPOBATH MOHATHSIMU U
TEpMUHAMH, paHee UM HE3HAKOMBIMH. B Xoz1e ceMuHapa mpernoiaBaTenb u3ydaeT 00yJyaeMbIX,
CTENeHb YCBOCHUS MMHU Marepuaia. CeMUHAphl BBITOIHSIOT TaKKe W (QYHKIHIO KOHTPOJIS:



mpenojaBaTelib COCTaBJsIeT CYyXIAEHHEe OO0 ypOBHE 3HAaHUN 00y4yaeMbIX, MOJy4aeT
MIPEJICTABJICHUE O CUIIBHBIX U CIA0BIX CTOPOHAX WX MOATOTOBKH — BCE ATO JAeT BO3MOXKHOCTh
MpernojaBaTeslio  CBOEBPEMEHHO OKa3aTh HEOOXOIMMYI0 MOMOUIb C1a00 yCIEeBaIOIIUM
CTYJICHTaM.

Pa3ymeercs, 4TO BCero 3Toro yaacrcs JOCTUYb TOJBKO B CiIydae BBICOKON aKTUBHOCTU
CTYJIEHTOB, KOTOpas HAMPSAMYIO 3aBUCUT OT YPOBHS MX MOJATOTOBIICHHOCTH, a TaKX€ OT YMEHHS
mpenojaBaTensi co3/1aTh aTMocdepy pacKOBaHHOCTH, B3aMMOIOHMMAaHUS M B3auMmonoBepusd. K
TPAAUIMOHHBIM CEMUHApPaM B BBICILIEH IITKOJIE OTHOCST:
® 3aHATHUS, OCHOBHAas Ielb KOTOPBIX — YIUIYOJIGHHOE UW3YYEeHHE OIpPeIeJICHHOTO

CHUCTEMAaTHUYECKOIr0 Kypca U TEMAaTUYECKU CBSI3aHHOTO C HUM,;

®  3aHATUs, IPCAHA3HAYCHHBIC IJIA OCHOBAaTEIbHOM HpOpaGOTKI/I OTACIBHBIX, Han0O0JIee BaXKHBIX
N TUIIUYHBIX B METOJOJIOTHYCCKOM OTHOLMICHUHN TEM KypCa UIIN OTHCJ’IBHOﬁ TEMBI,

Ocnoenbvie pyHKYUU NPAKMUYECKO20 (CEMUHAPCKO20) 3AHAMUA:

Ilo3nasamenvnasa ynkyusa. CeMruHap TO3BOJISET OPraHU30BaTh TBOPYECKOE, aKTHBHOE
U3y4eHHE TEOPETUUECKUX M MPAKTUYECKUX BOMPOCOB, YCTAHOBUTH HEMOCPEICTBEHHOE OOIECHHE
npenojaBaTeniss co CTyAeHTaMH, (OpMUPYET CaMOKOHTPOJIb 3a MPaBWJIBHBIM MOHHUMAaHHEM
U3y4aeMOro Marepuaia cO CTOPOHBI CTYJCHTOB, PACUIMpSET W 3aKpeIIsieT 3HAHHS, HaBBIKU U
YMEHHS.

Bocnumamenvnaa ¢ynkyua. CemMuHap OCYLIECTBISIET CBSA3b TEOPETUUYECKUX 3HAHUHU C
MPAKTUKOM, YCHUIMBAEeT OOpaTHYIO CBS3b CyOBbEKTa U OOBEKTAa BOCIUTAHUS, JA€T BO3MOXKHOCTD
IPENoIaBaTeNI0 U3yYUTh WHANBUIYaIbHbIE 0COOCHHOCTH KaXJI0TO CTYCHTA.

@ynkyua konmpoaa. CeMUHApP MO3BOJSET MPOKOHTPOIUPOBATH YPOBEHb 3HAHU, HABBIKOB
¥ YMEHHH CTYACHTOB, KaYeCTBO UX CAMOCTOSITEIbHON paboTHI.

Iloozomoexa cemunapa.

PaboTy k opraHuM3anuy JaHHOTO BHJA 3aHATHU MPENo/aBaTellb HAUMHACT C OINpeeICHUs
UCXOJHBIX AaHHBIX. K HUM OTHOCSTCS: TeMa, BOMPOCHI, ONpeiesieHHble Y4eOHOH MporpaMMoii,
COCTaB CTYJCHTOB M YpPOBEHb HX IIOATOTOBKH, BpEMS W MPOJODKUTEIBHOCTh 3aHATHS,
BO3MOXKHOCTH y4eOHO-MaTepHaibHO# 0a3bl. [Ipu pa3paboTke HCXOIHBIX JAHHBIX MPENnoaBaTellb
PYKOBOJICTBYETCSI yueOHOM IpOrpaMMoii, KOTopasi perflaMeHTUPYeT IIIyOMHY U HalpaBJIeHHOCTh
oOyudeHus. Y4yeOHble U BOCIIUTATENbHBIE LENH MpEenoaBaTesb GOpMYyIUPYeT UCXOIS U3 TEMBI,
NeIarorMyeckyx 3a7a4y U ypoBHS MOJTOTOBKH CTYJCHTOB.

W3yuuB oOmue MmoyioKeHUs 1 METOIUYECKYI0 JTUTepaTypy MO MPeaMETy, NMPEenoiaBaTelb
HAuYMHAET HEMOCPEACTBEHHYIO MOATOTOBKY K 3aHATHIO. IIpu BHIOOpE METOAOB MpemnojaBareib
UCXOIUT U3 COAEpXaHUs BOINPOCOB, TMOJATOTOBIEHHOCTH CTYACHTOB, LieJell 3aHATUH HU
BO3MOXKHOCTEeH ydeOHO-marepuanbHOil 6a3pl. HeoOXoammo CTpeMHTbCS K TOMY, 4YTOOBI
n30paHHbIE METOJbl OOYYCHHS M METOJUYECKHUE MPHEMBI CIIOCOOCTBOBAIM YriyOJIeHHOMY
M3YYEHHUIO MPEAMETA, a TAK)KE MPUBUBAIM MTPAKTUUYECKHIE HABBIKU.

ITpu pacuere yueOHOro BpeMEHN HEOOXOAUMO YYUTHIBATh CO/IEPIKaHUE YUEOHBIX BOIPOCOB
U 1IeJIb 3aHATHUS — YEro X04eT JOOUTHCS MPENoJaBaTeb OT CTYICHTOB: OBJIAICHUSI MU 3HAHUSIMU
WM 3HAHUSIMH, HABBIKAMU ¥ YMEHUSIMU.

[Ipy monaroroBke K ceMUHApy IMpenojaBaTellb JOJDKEH MoJ00paTh psa MpPUMEPOB, HA
KOTOPBIX MOXHO OTpa0oTaTh JEKIMOHHBIA MaTepua, MoKa3aTh NPaKTUYECKOe 3HAYCHUE TeMBbI,
THIATEIFHO MPOAYMaTh MOPSAIOK UX Ha 3aHATHH. O0s13aTeNbHO HE00X0IMMO To00paTh 3aJaHus
pa3HoOM CIOXKHOCTH (OT MPOCTOTO K CIOKHOMY), a TaKXKe OoJiee CI0KHbIEC 3a1aHus Ul CUIIbHBIX
CTYJEHTOB. 3aTeM eMy HE0OXO0AMMO 0TOOpaTh HArJIsAHbIE TOCOOUS /ISl MPAKTUYECKOTO 3aHSTHS,
OTIpENIeIUTh TEXHUYECKUE CPEACTBAa 00yUEHUS U U3yUUTh MPABUJIA UX HCIIOIb30BaHMS HA 3aHATHH.
Oco0OeHHO  THIATENBHO  MPOJIYMBIBAETCS  3aJaHHME Ha  CaMOIOATOTOBKY  CTYICHTaM,
pa3pabarbiBaeTcs IJIaH CEMUHApPCKOTo 3aHATHs. [IpemomaBarenb KOHTPONMPYET MOATOTOBKY
CTYJEHTOB K CEMUHApPY, OKa3bIBAET UM [TOMOIIIb.

[Tpu TMYHOI MOATOTOBKE K CEMUHAPCKOMY 3aHITHIO IIPENoIaBaTelb JeTaJbHO pa3oupaercs
B TE€ME, IPOCMATPUBAET JUTEPATypHblE HMCTOYHHUKH, KOTOPbIE PEKOMEHIOBANl ISl M3y4eHUs



CTyJIEHTaM, IPOCMAaTPUBAET CUCTEMY HATJISTHOCTH Ha MPEACTOSIIEM 3aHITHH. [1o nToram 1nuHoi
MOJTOTOBKH TIPEIMO/IaBaTeIh COCTABISET IJIaH-KOHCIEKT. OH SBISETCS OCHOBHBIM paboduM
JIOKYMEHTOM TPEToaBaTes U ONpeeIIseT HallpaBiIeHue U X0 1 3aHsTHsL. OOBIYHO MJIaH-KOHCTIEKT
COCTaBJISIETCSI B MIPOU3BOJILHON (popmMe, JOKEH ObITh MPOCT U yA0OCH JJIsl UCIIONb30BaHUS Ha
3aHATUU. B HeMm, Kak y)ke 0oTMedasoch paHee, JOKHO ObITh OTPa)KEHBI: TeMa 3aHATHUS; yueOHbIE
U BOCIIUTATENbHbIC LIEJIH; BPeMs, OTBOJMMOE Ha 3aHATHE; yuyeOHBbIe BOIPOCHI U pacIpeacsieHue
BPEMEHH; METO/I POBEACHUS 3aHATHUS; MECTO ITPOBE/ICHUS 3aHATHS; MaTepHalibHOE 00eCIIEUeHUE;
PYKOBOJICTBA U TOCOOUST; TIOPSIIOK POBEICHHS 3aHATHS.

[lepen mpoBeneHuEM 3aHATHS MPENOAABATENb MOXKET MPOBEPUTh KAYECTBO IMOATOTOBKH
CTYJIEHTOB K 3aHSTHIO.

[MPOBEJIEHUE KOJIOKBUYMA

KomnokBuym (ot matunckoro colloquium — pasroBop, 6ecena) — oqHa U3 GopM y4eOHBIX
3aHATHU, Oecea mpenoiaBaTess ¢ yJalluMHICs Ha ONPEACTICHHYIO TeMY U3 y4eOHOM mporpaMMel.

L]eny mpoBeneHUsS KOJUIOKBUYMa COCTOMT B BBISICHEHHHM YPOBHSI 3HAHUM, MOTYYEHHBIX
yYallUMHUCS B pe3yJlbTaTe NPOCIYIIMBAHMS JIEKUUH, IOCELICHHsS CEMHHApOB, a TaKXkKe B
pe3ylbTare cCaMOCTOSITENIbHOTO U3yYEHUSI MaTepHraa.

B pamkax nocTaBiI€HHOH LIENU pEMIAlOTCs CAEAYIOLIUE 3a0ayu.:

® BBIICHEHHUE KAUeCTBA U CTENIEHU NOHMMAHUS yYalMMKCS JIEKIIMOHHOTO MaTepHaa;

® pa3BUTHE U 3aKPEIUICHUE HABBIKOB BHIPAKEHUS yUAILIMMKCS CBOMX MBICIIEH;

® paciiMpeHHe BapHaHTOB CaMOCTOSITENIbHOM IIeJIeHANpaBICeHHOW MOJArOTOBKHU
y4aluxcs;

® DPa3BUTHE HAaBBIKOB O0OOIIECHUS Pa3IMYHBIX JUTEPATYPHBIX HCTOYHHUKOB;

® [IPEJOCTaBICHUE BO3MOYKHOCTH YYallUMCSl CONIOCTABIIATh Pa3HbIE TOUKU 3PEHHUS 110
paccMaTpuBaeMoMy BOIIPOCY.

B pesynbrarte npoBeneHus KOJJIOKBHYMA npenooasamenb 00IHCeH UMemb NpeoCcmasieHue:

® 0 Ka4ecTBE JIEKLIMOHHOI'O MaTepuaia;
® O CHWJIBHBIX U CJa0BIX CTOPOHAX CBOEH METOJMKH YTCHUS JCKIIMA;
® O CWIBHBIX M cJa0BIX CTOPOHAX CBOEH METOJIUKH MPOBEACHUS CEMHHAPCKHUX
3aHATHH;
00 YpOBHE CaMOCTOSTEIbHON pabOTHl yUaITHXCS;
00 YMEHHH CTYACHTOB BECTH JIUCKYCCHUIO U JIOKA3bIBATh CBOIO TOUYKY 3pEHHUS;
O CTENEHH 3PYJUPOBAHHOCTH yUYaIIUXCS;
® 0 CTENEHU MHAMBHUAYAIBHOTO OCBOEHUS MaTepuala KOHKPETHBIMU CTYJEHTaMH.

B pe3ynbrarte npoBeaeHUs KOJUIOKBUYMA CHyOeHm O0JICEH UMemb npeocmasgiienue:

e 00 ypoBHE CBOMX 3HAHMH MO paccMaTpUBAaEMbIM BOMNpPOCAM B COOTBETCTBUU C
TpeOOBAHUSAMH MPEMOAABATENS U OTHOCUTEIBHO APYTHX CTYACHTOB I'PYTIIIHI;

® 0 HEJOCTATKaX CaMOCTOSITEIbHOM MPopabOTKH MaTepHuaa,;

® 0 CBOEM YMEHMH H3JlaraTb MaTepual;

® 0 CBOEM YMEHMH BECTHU AMCKYCCHIO U JJOKa3bIBaTh CBOIO TOUKY 3PEHHUSI.

B 3aBucumocTH OT cTeneHu NOArOTOBKHU I'PYIIBI MOYKHO MCIIO/Ib30BaTh Pa3HbIE MOAXOAbI K
MIPOBEJICHUIO KOJJIOKBUYMA.

B ciydae, ecnu GOJBIIMHCTBO TPYIIIBI ¢ TPYAOM BOCIIPUHUMAET COJEpPKaHUE JIEKIMNA U Ha
CEMHUHAPCKHX 3aHATUAX IEMOHCTPUPYET HETOCTATOYHYIO CIIOCOOHOCTh aKTUBHO OIIEPUPOBATH CO
CMBICIIOBBIMU €AMHHUIIAMHU U TEPMHUHOJIOTHEN Kypca, TO KOJUIOKBUYM MOYKHO pa3/IeiuTh Ha JIBE
yactu. CHavana rnpemnojaBaTesib U3jaaraeT 0a3oBble MOHATHSA, COAepkKallruecs B MporpaMme. ITo
JIOJDKHO 3aHATHh He Oosiee yeTBepTH 3aHATHs. OcTallbHBIe TPH YETBEPTH HEOOXOAUMO MOCBATUTH
JTUCKYCCHH, B XO0JIe¢ KOTOPOM CTYIEHTHI JOJKHBI YOeTUuThCS U, II1aBHOE, yOeTuTh ApPYT Apyra B
00OCHOBAaHHOCTH M JIOKA3aTEJIbHOCTU IOJIYYCHHOTO BHICHMS BOIIPOCAa U €r0 COOTBETCTBHSA
peaTbHOM MpPaKTHUKE.



Ecnu xe mnpemopaBartens uMmeeT Aeno ¢ Oosiee MOATOTOBIEHHOM, CaMOCTOSITEIBHO
JyMaIOIlel U aKTUBHO YCBaUBAIOILEN CMBICIOBBIE €AUHULIBI U TEPMUHOJIOTHIO Kypca ay JUTOPHUE,
TO KOJUIOKBUYM HEOOXOIMMO TMPOBECTH TaK, YTOOBI CaMU CTYIEHTHl C(HOpMYIHpPOBAIIU
M3JI0’)KEHHBIE B IIPOrpaMMe€ IOHATHS, BBICKA3aJld HECOBNAAAIOIINE TOYKU 3PEHHUS M IPHUBEIU
NpakTUYECKHe TMpUMEphl. 3a TMpernojaBaTelieM OCTaeTCs poJib MojJeparopa (BeayIIero
JMCKYCCHH), KOTOPBIN B KOHIIE JIMILB» CYMMHUPYET COBMECTHO IOJYYEHHBIE PE3YJIbTATHI.
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