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1. TACIIOPT ITPOI'PAMMBI YUEBHOM JUCIIUILINHBI
OI1.13 TOKYMEHTAIIMOHHOE OBECHHEYEHUE YITPABJIEHUA

1.1. OO0aacTb NnpMMeHeHHUs POrPaMMbI

Pabouas nporpamma yue6HOU muctmmianabl OI1.13 JlokymeHTanmonHoe obecnieueHue
yIpaBJIEHUS SBISIETCA YacTbiO IPOTrPaMMBbl MOATOTOBKM CHELMATMCTOB CPEAHEro 3BEHA B
cootBercTBUU ¢ PI'OC no cnenumansHocTn CIIO 40.02.01 IlpaBo m opraHu3anus COUUAIBLHOTO
oOecrieyeHus.

Pabouas mnporpamma y4eOHOM JUCLUIUIMHBI MOXET OBITh MCIIOJIB30BaHa B
JIOTIOJTHUTEIFHOM  MPO(eCCHOHAIBHOM 00pa30BaHUM B pPaMKax peaju3alid  [MporpamMmm
NEPENoAroTOBKH KaipoB B yupexaeHusax CIIO.

1.2. MecTo y4yeOHOH IMCHUILINHBI B CTPYKTYpe OCHOBHOI npodeccnonaabHOi
o0pa3oBaTeJIbHOM MPOrpamMMbl:

VYueonas mucuurumaa OI1.13 JlokymeHTanmoHHOE OOECTICUeHHE YIpPaBJICHUS BXOIWUT B
npodeccHoHANbHBIN YUeOHBIN TUKIT.

1.3. Hean wm 3agaum y4eOHOM AUCHUILIMHBI — TpPe0OBaHUSI K pe3yJbTaram
OCBOCHMS Y4eOHOM AN CUMILINHBI:

B pe3ynbrate u3yueHus: AMCUUIINHBI 00 yYaIOUTUICS T0JKEH YMeTh:

— 0(hopMIIATH OpraHU3alMIOHHO-PACTIOPSAIUTENbHBIE JOKYMEHThI B COOTBETCTBUH C
nerctBytomuM ['OCTowm;

— OCYILECTBIIATH 00pabOTKY BXOSIINX, BHYTPEHHUX U UCXOJAIIUX TOKYMEHTOB,
KOHTPOJIb 3@ UX MCIIOJIHEHHUEM;

— o(hopMIIATH JOKYMEHTHI [JIs TIepelayd B apXUB OpraHU3alluu;

— ohopMIIATH JOKYMEHTHI JUIs [Iepe/iadl B ApXUB OPraHU3alIUH.

B pesynbprare u3ydeHus: AUCIUTUINHBI 00YYarOIIUICs JOIDKEH 3HATH:

— MOHATHE TOKYMEHTA, €ro CBOICTBA, CIOCOOBI JOKYMEHTHPOBAHUS;

— MpaBUJIa COCTABJICHUS U OPOPMIIEHHUS OpraHU3allMOHHO-PACIOPSAIUTEIbHBIX
nokymeHToB (nanee — OPJI);

— CHCTEMY U THUIIOBYIO TEXHOJOTHIO JOKYMEHTAIIMOHHOTO O0ECTIeUeHUs yIIpaBICHUS
(manee — JI0Y);

— 0COOEHHOCTH JIEIONMPOU3BOJICTBA IO OOPAIIEHUSM TPaKIaH U KOHPHUIESHIIUATBHOTO
JIEJIIONPOU3BOICTBA.

Coaepxxanue  y4eOHOH  JMCUMIUVIMHBI  OPHEHTHPOBAHO HA  MOATOTOBKY
o0y4arommxcsl K OCBOCHHIO M OBJIA/ICHUIO CJIeyIOIIMX KOMIIeTeHIMIi:

OK 1. IloHumatp CyIIHOCTh M COLIMAJIbHYIO 3HAUUMOCTh CBOEH Oyayieil nmpodeccuu,
IIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESTEIbHOCTb, BHIOMPATH THIIOBBIE METOIbI U
CHOCOOBI BHIMOJIHEHUS TPO()ECCHOHANIBHBIX 33144, OLIEHUBATh UX 3P (HEKTUBHOCTH U KAYECTBO.

OK 3. [IpyHumarh pelieHus B CTaHAAPTHBIX U HECTAHJIAPTHBIX CUTYaLUAX U HECTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBiATh MOMCK M HCHOJb30BaHME HH(OpMAIMHM, HEOOXOAUMOW JUIs
3(PEeKTUBHOTO BHIMIOTHEHUS MPOGECCHOHATBHBIX 3a/1ad, MPO()ECCHOHATBFHOTO U JTUYHOCTHOTO
pa3BUTHSL.



OK 5. MHcnonmp3oBaTh HHGOPMAIMOHHO-KOMMYHUKALIMOHHBIE  TEXHOJOTHMH B
npodeCcCHOHATBLHOMN 1eATETFHOCTH.

OK 8. CamocTosATeNbHO ONpeAesaTh 3aJaud NPOoPEeCcCHOHATBLHOTO M JMYHOCTHOTO
pa3BUTHs, 3aHUMAThbCsl  CaMOOOpa30BaHUEM, OCO3HAHHO  IUJIAaHMPOBAaTh  IOBBILICHHE
KBATH(UKALIHH.

OK 9. OpueHTHpOBATHCS B YCIOBUSAX MOCTOSIHHOTO U3MEHEHUS IIPaBOBOi 0a3bl.

I[IK 1.1. OcymecTBusaTh MpOoPECCHOHAIBHOE TOJKOBAaHWE HOPMATHUBHBIX IIPABOBBIX
aKTOB Ul pealu3aliy MpaB rpaxiaaH B chepe NEHCHOHHOTO OOECHEYeHHsS U COIUAIbHOMN
3aIUTHI.

[IK 1.2. OcymecTBiaTh NpUeM TpaxaaH IO BOIPOCaM NEHCHOHHOTO oOecneueHus U
COLIMAJIbHON 3aIMTBHI.

I[IK 1.3. PaccmarpuBaTh MakeT JOKYMEHTOB JUIsl Ha3HAYEHUs TEHCUM, MOCOOUH,
KOMIIEHCAIUM, JPYTUX BBIILIAT, & TAKXKE MEp COLMAIbHONW MOIJIEPKKU OTIEIbHBIM KaTErOpHUsIM
rpaXkaaH, HY>KJAIOIMIMMCSI B COI[HAILHOM 3alluTe.

I[IK 1.4. OcymecTBiarh YycTaHOBJeHHWE (HA3HAUYCHHME, Iepepacyuer, IepeBo),
WHJCKCAIIMI0O W KOPPEKTUPOBKY MEHCHUW, Ha3HAauYeHHE MOCOOMii, KOMIIEHCAIUH U JPYrux
COLIMATIFHBIX BBIMJIAT, UCMOB3Ys HH(GOPMAIMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

I[IK 1.6. KoncynpTHpoBaTh Tpa)kJaH W MPEACTaBUTEIEH IOPUAMYECKUX JIHI[ II0
BOIIPOCAaM IEHCUOHHOI0 00€CIIeYEeHNs U COLIMATIbHON 3aIlUTHI.

1.4. PexomeHayeMoe KOJHMYECTBO YacOB HAa OCBOeHHEe padoyeil NporpamMmsl
Y4eOHOM TMCUMILINHBI:

MaxkcuMmanbHOU yueOHON Harpy3ku oOyuatoierocs 90 yacos,

Oos3arenbHas ayquTopHas yueOHas Harpyska odydatomierocs 60 yacos;

caMmocTosITeNIbHON paboThl oOyyaroerocst 30 yacos,;



3.CTPYKTYPA U COJIEP)KAHUE YUEBHOW JACIUILIAHBI

3.1. O0beM yueOHOI IMCUMIIVIMHBI M BUABI Y4eOHO0# padoThI

Buj yueOHoii padoThl KosmmuecTBo yacos
MakcuMmajibHasi ydeOHas HAarpy3Ka (Bcero) 90
O0si3aTeqIbHAs Ay IMTOPHAsA y4yeOHas HArpy3Ka (Bcero) 60
B TOM YHCIIE:
JleKIIMOHHBIE 3aHATHS 24
MPAKTUYECKHUE 3aHATH 36
KypcoBasi paboTa (IIpOeKT) He npenycmotpeno
CamocTosiTe1bHAsi paGoTa o0y4yarouierocs (Bcero) 30
B TOM 4HCIIE:
BHEay/IUTOpHAsl CAMOCTOsITeNIbHAs paboTa 26

IIpomexyTouHas arrecTauus B popme nudepeHupoBaHHOTO 3aUeTa -




3.2. TemaTnueckuii IJIaH U co/iep:KaHNe Y4eOHOH AU CHMIIIMHBI

HaumenoBanue Copepxanue ydyeOHOro MaTepuasa, 1abopaTopHble M NpakKTHYecKne padoThl, camocrosiTeJibHasgs | O0bem | YpoBeHb
pa3/iesioB U TeM padora o0y4aromuxcs, KypcoBasi padot (IIpoeKT) YacoB | OCBOCHH
1 2 3 4
Paznen 1 JlIokymMmeHTHpOBaHUE yIPABIECHYECKOM NEATEILHOCTU
Coaepixanue yueOHOro MaTepuasa
Oo6mbekt, mpenmet JJOY.
[enb u3yyeHus: IUCHUIUIMHBIL.
OO01mas xapakTepuCcTUKa Kypca, CBSI3b C IPYTUMH TUCHUIUIMHAMU.
Cnyx0a TOKyMEHTaJIbHOTO 00€CIIeYeH s YIIPABICHUS, €€ 3a1a4H, CTPYKTYpa, JOJIKHOCTHOM COCTaB. 2 1
PernamenTarus pa6otsl ciyx6s1 IOY.
OCHOBHbBIE TIOHATHS «IOKYMEHTa», «T0KYMEHTUPOBAHUS», «T0KYMEHTAIBHOTO 00eceueHHs
Tewma 1.1 Benenue
yIPaBICHUS.
B JUCLUIUIUHY
MecTo u posib TOKyMEHTOB B YIIPaBI€HUH Ha COBPEMEHHOM JTarle.
JlaGoparopHbie 3aHATHS -
[IpakTrueckue 3aHATHS 2
Brinonnenue npakrtuyeckoil padboTsl o teme 1.1. 1
KonTtponbHbie paboThI -
CamocrosiTesibHAas padoTao0y4aromuxcs 5
[TonroroBka pedeparos no Teme «Pernamenrarus padboTst ciyx0sb1 JJOY»
Coaepixanue yueOHOro MaTepuasa
HenonpousBoactso B JlpeBHeil Pycu.
[Ipukasnoe nenonpounsBoactso XY-XVII BB.
Tema 1.2 Uctopus
Komnnexxckoe nenonpon3BocTBO. 2 2
a3BUTHUS CUCTEMBI
P Munucrepckoe genonpou3Boactso XIX navana XX BB.
roCy/1apCTBEHHOTO
Hcropus ynpasiienus u aenonpoun3Boacrtsa B XX BB.
JIOKYMEHTHUPOBAHHUS
OCHOBHBIE XapaKTEPUCTUKH 3TANIOB PA3BUTHS JEJIOIPOU3BOICTBA.
JlaGopaTopHbIe 3aHATHS - 5
[IpakTrueckue 3aHATHS 2




Brimonnenue npakTuyeckoi paboTsl o teme 1.2.
KontpomnbHbie paboThI

CamocrodrenbHas paboTa 00y4aronXcs:
ITonroroBka coobuenus «Komiexckoe 1e100por3BOICTBO

Tema 1.3
HopmarusHo-
meroauyeckas 6a3a

Coaep:xanue yueOHOro MaTepuaJia

[Tonarue HopMaTHUBHO-MeTOIMYecKO# 0a3br [JOY.

CocraB HOpMaTUBHO-MeToIuueckon 6a3el JIOY.

[TonsTue «yHupukanus».

I'ocynapcTBeHHbIE YHU(DUIIMPOBAHHBIE CUCTEMBI TJOKYMEHTAIINH.
[TonsiTHe «cTanmapTU3AIMS TOKYMEHTOBY.

A0V TpeboBanus k pazpaboTke YHUPHUIIMPOBAHHBIX (POPM JOKYMEHTOB.
Knaccudukanus yHuGUIUPOBaHHBIX (OPM JOKYMEHTOB.
Oo6wepoccuiickue kiaccu(pUKaTOpbl JOKYMEHTALUH.
I'ocynapcrBennas cucrema JJOVY.
Tema 1.4 JlaGopaTopHbIe 3aHATHUS
OcHOBHBIE [IpakTryeckue 3aHATUSL

TpeOoBaHUS K
COCTaBJICHUIO U
oopmIIeHHIO
JOKyMEHTa

Brinonnenue npaktuyeckoi paboTsl o teme 1.4.
KonTtponbHbie paboThI

CamocrosrenbHas paboTa 00y4aronuXcs:
Hoxknan «['ocynapcTBeHHbIE YHU(DULIIMPOBAHHBIE CUCTEMBI JIOKYMEHTALIUN

Pa3nen 2 Cucrembl JOKyMEHTauU

Tewma 2.1 Cucrema
OpraHU3alOHHO-
pacrnopsIuTENbHON
JOKYMEHTAIUU

Copep:xaHue yueOHOr0o MaTepuasa

[TonsiTne «OMaHK TOKYMEHTa.

OcHoBHbIe TpeOOBaHUA K OJTaHKY JOKYMEHTA.

CrpyKTypa JOKyMEHTA.

Tpe6oBanus k ohpopmienuto fokymeHToB 1o ['OCT P 6.30-2003 «YHUPHUITNPOBAHHBIE CUCTEMBI
JOKYMEHTAITUH.

YHupUIUIpoBaHHAs CHCTEMa OPTaHU3AIMOHHO-PACTIOPSANTEILHON JOKYMEHTAIMU. TpeOoBaHMs
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0 OPMIICHUIO TOKYMEHTOB.

[ToHsATHS «PEKBU3UT, «DOPMYIISIP-00pa3ei.

PekBHU3HTHI, UCTIOIB3YyEMbIE TPH MTOATOTOBKE U OPOPMIICHUN JOKYMEHTOB.
TpeboBanwust K 0OPMIICHUIO PEKBU3UTOB TOKYMEHTOB.

JlaboparopHsble 3aHATHS

[IpakTuueckue 3aHATHS

BrinonHenune npaktudeckoit paboTs 1mo teme 2. 1.
KonrtpomnbHbie paboThI

CamocrosiTesibHas padoTa 00y4aromMXCcs
Coobmienne «pedoBanust k ohpopmiieHuto qokymMeHToB 1o ['OCT P 6.30-2003 «YHUPUIIMpPOBaHHBIC
CHCTEMBI JJOKYMEHTAIHI»

Coaep:xanue yueOHOro MaTepuasa

[Tonsatue noroBopa (KOHTPAKTa), COTNIALIEHNUE, IPOTOKOIA.
Tunosas popma KOHTpaKTa.

OcHoBHbIE pa3ziebl KOHTPAKTA.

OO0pa3ibl T0TrOBOPOB.

OdopmiieHre MPUIOKEHUN K JOTOBOPAM.

Tema 2.2 o
[IpoToKoJIbI pa3HOTTIACHI K 10TOBOpPaM.
JloroBopHO-
OO0pa3ibl aKTOB.
paBoBast .
OO6pa31Lbl JOBEPEHHOCTEM.
JIOKYMEHTaIUs
JlabopaTopHble 3aHATHSA
[IpakTHyeckue 3aHATUSA
Brinonnenue npaktuyeckoil paboTsl o teme 2.2.
KonTponbHble paboThl
CamocrosiTesibHAst paboTa 00y4arOIIMXCH !
CocraBieHre TUIIOBBIX IOTOBOPOB M aKTOB Pa3HOIJIACHIA.
Tema 2.3 Coaeprxanue yueOHOro MaTepuasa
Joxymentbl mo | Kimaccudukamus 10KyMEHTALUH 110 BHEITHEOKOHOMUYECKOH IEATETbHOCTH.
BHeIHe- I'OCTpI Ha TOKyMEHTAIMIO 10 BHEITHEAKOHOMHUYECKON JAESATEIbHOCTH.
IKOHOMMYECKOH | BIIaHKM KOMMEpPYECKHUX MTUCEM.




JACATCIIbHOCTH

PexBuzuth hopmyrsipa KOMMEPUYECKOTO MHCHhMA.

Oco0ble TpeOoBaHUs K TEKCTaM KOMMEPUYECKUX MTUCEM.

Knaccuukanus KoMMepUeCKUX MUCEM.

Tumnossie GOPMBI KOMMEPUECKUX MTUCEM.

Bubl KOHTpakTOB, 0GOPMIISIONIMX BHEITHEIKOHOMHYECKYIO ACSITENbHOCTD.
®opMBbI NPUIOKEHUN K KOHTPaKTaM.

OdopmiieHre TONMOJHEHUH B CTICM(PUKAIIMN K KOHTPAKTaM.

JlabopaTopHble 3aHATHUS

[IpakTrueckue 3aHATHS

Brinonnenue npaktuyeckoil paboTsl o teme 2.3.
KoHnTponbHble paboThl

CamocrosiTesibHasA padoTa 00yYAKOIIUXCSH:
[ToaroroBka coobmenus Ha Temy «Kmaccudukarysi TOKyMEHTAlMK IO BHEITHEOKOHOMUYECKOU
NEeATEIILHOCTH)

Tema 2.4
[IpeTen3noHHO-
UCKOBast
JIOKYMEHTaLUs

Conep:kanue y4eOHOro MaTepuaa

JlokyMeHTBI, 0OPMIISFOIIIHE TTOPSIOK PACCMOTPEHUS CIIOPOB MEXITY IOPUINYSCKUMU JIUIIAMHU.
[TpaBuia opopmiIeHHs TPETEH3NOHHBIX TTHCEM.

Dopmyspsl 1 00pa3iibl IPETEH3MOHHO-UCKOBOM IOKYMEHTALIUH.

JlabopaTopHble 3aHATHSA

[IpakTHyeckue 3aHATUSA

Brimonnenue npakTuyeckoi paboTsl o Teme 2.4.
KonrtpomnbHbie paboThI

CamocrosiTesibHas padoTa 00y4arOIIUXCH:
BelrmonHenue TecToB 1o teMe.

Tema 2.5
JIOKyMEHTBI 110
TPYJAOBBIM
OTHOLLIEHUAM

Coaepixanue yueOHOro MaTepuasa

CyIHOCTb U cOIep)KaHUE JOKYMEHTOB I10 TPYIOBBIM OTHOLIEHUSIM
Jlenonpon3BoACTBO B IPOLECCE TPYAOBBIX OTHOLLIEHUI

[IpaBuna opMupoBaHHs U XpaHEHUS JIMYHOTO eI

JlaGopaTopHble 3aHATUA
[IpakTrueckue 3aHATHS




Brimonnenue npakTuyeckoi paboTsl o Teme 2.5.
KontpomnbHbie paboThI

CamocrosiTesibHas padoTa 00y4YarOIIUXC:
Jloknan Ha TeMy «CyYIIHOCTh M COJICPKAaHUE JOKYMEHTOB 110 TPYIOBBIM OTHOIICHUSIM))

Paznen 3 Opranu3zanust paboThI ¢ JOKyMEHTaMHU

Tema 3.1 Coneprxanne yueOHOr0o MaTepuaia

Opranuszanus JIBu>keHHe JOKYMEHTOB Ha MPEANPUATHH C MOMEHTA UX CO3JIaHUS /10 3aBEPILCHUS UCIIOTHEHUS WU
JOKYMEHTO00O0pOTa | OTIPABKHU.
[ToHsITHE «TOKYMEHTOOOOPOTY.
[TpuHIMITB OpraHU3aluyl JOKYMEHTOO0O0pOoTa.
®opMbI OpraHu3aluy padoThl C JOKYMEHTAMH.
[TpoxoxaeHune v MOPSAIOK UCTIOTHEHUS BXOSAIINX TOKYMEHTOB.
[IpoxoxaeHne UCXOAAIIMX U BHYTPEHHUX TOKYMEHTOB.
PaGora ¢ koHpUACHIINATHHBIMU JOKYMEHTAMH.
[TonsTHe «kOMMepUecKas TaitHay.
PaGora ¢ mucbmamu 1 0OpaleHus MU Tpaxk/IaH.

JlaGoparopHbie 3aHATHS

[IpakTrueckue 3aHATHS

Brimonnenue npaktudyeckoil padboTsl o teme 3.1.
KonTponbHble paboThl

CamocrosrenbHas paboTa 00y4aroIXCs:
Hoxknan Ha Temy «IIpoxoxieHne u opsiioK UCTIONTHEHUS BXOSIIUX JOKYMEHTOB

Tema 3.2 Coneprxanue yueOHOro MaTepuaa

®opmupoBanue u | [Ipouecc popmupoBanus en.

XpaHEHHE /e CocraBneHre HOMEHKIIATYpPhI Jell.
[ToHATHS «HOMEHKIIATYpA JIEI», «IET».
3a7a4un ¥ MOPSAAOK CHCTEMATH3AINH JOKYMEHTOB.
OcoGenHocty (hOpMUPOBAHUS PA3TUUHBIX IPYIII JOKYMEHTOB.
Pone HOMeHKIaTypsl e npu GOPMUPOBAHUH JOKYMEHTOB B JI€JIa.
dopmupoBanue U opopmiIeHUE JIe.




Opranu3zanys TeKyuero (ornepaTuBHOI0) XpaHEHUs €.
IloaroroBka u nepenaya JOKyMEHTOB Ha apXUBHOE XpaHEHHUE.
DKcrnepT3a EHHOCTH JOKYMEHTOB.

JlaGoparopHble 3aHATHS

[pakTHueckue 3aHITHS

BeimosiHeHHe MpakTHUECKOH paboThI 110 Teme 3.2.
KonTtposbHbIe paboThI

CamocrosiTenpHas paboTa 00yJaronuxcs:
BrimmonHenne TeCTOBLIX 3aJaHUN

Tema 3.3
ABTOMaTH3aU
npoueccos [[OY

Coaep:xanue yueOHOro MaTepuaJia

XapaKTepI/ICTI/IKa TCXHUUYCCKUX CPCACTB, IPUMCHACMBIX B JCJIOIPOU3BOACTBC
TupaxxupoBaHue JOKYMEHTOB

[TpuMeHeHHe KOMITBIOTEPHBIX TEXHOJOTHI B JOKYMEHTOO00POTE
ABTOMAaTH3aIMs TPOIECCOB JEIOMPOU3BOICTBA

BHenpenue cuctembl 2IEKTPOHHOTO JOKYMEHTO000pOTa

JlaGoparopHbie 3aHATHS

[IpakTrueckue 3aHATUS

BrimonHeHne npakTudeckoit paboTs 1o Teme 3.3.
KoHnTponbHble paboThl

CamocrodrenbHas paboTa 00y4aronXcs:

JAudpepeHunpoBaHHBIN 3a4eT

Bcero

90

JU1sl XapaKTepUCTUKN YPOBHSI OCBOCHHS y4eOHOI0 MaTepualla UCIOJIb3YIOTCS CIeyole 0003HaYeHUs:

1. — o3HaKOMUTENBHBIH (y3HABaHUE paHEe U3YUYEHHBIX OOBEKTOB, CBOWCTB);
2. — penpOAYKTUBHBIN (BBIIOJIHEHUE IEATEIFHOCTH 110 00pa3Ily, MHCTPYKIIUH WIH MOJI PyKOBOJICTBOM);

3. — IPOAYKTHBHBIH (IUTAHUPOBAHUE U CAMOCTOSITEIHHOE BHIIIOJHEHUE ICATEIIbHOCTH, pellieHHe TPOOIeMHBIX 3a1a4).




3. YCJIOBUSI PEAJIM3ALIUM PABOYEI IPOTPAMMBI YUEBHOI
JUCHUIINHBI

3.1. Tpe6oBaHus K MUHMMAJIbHOMY MATEPHAIbHO-TEXHHYECKOMY 00ecreYeHn 0

VYyeOnast ayauTopusi JUis TPOBEACHHSA 3aHITUH BCEX BHUIOB, TPYMNIOBBIX H
WHAUBUAYAIbHBIX KOHCYJIBTAIMi, TEKYIIEr0 KOHTPOJIS U MPOMEKYTOUHOMN aTTecTaliy.

KaOuner rpa:kaanckoro, ceMeifHOro npaBa M rpaskIaHcKoro nmpouecca

KomnuiekT y4eOHOM Meleam: ydeHHueckue croiabl — 14 mr., cTymed — 28 wir,
npenojaBaTeNbCKuil cToa — 1 mT., Tocka yuebnas — 1 mt., Tpubyna manas — 1 mr.

Harnsauble cpeacrBa o0yuyeHHs: KOMIUIEKT Y4eOHO-HAITISAHBIX MOCOOMH (TabiHIIbI,
HJIaKaTBI) -7 T., TCMaTHUYCCKUC IAIllKU JUIAKTUYCCKUX MATCPUAJIOB — 4 mT., KOMIIJICKT
yueOHUKOB (y4eOHBIX mocobuii) — 13 mT., Temarnueckue cTeHabl: KOHCTUTYLHMS — OCHOBHOMU
3akoH rocynapctBa; CouwuanbHas 3amura; [loHsTHe U coaepkaHUE aIMUHUCTPATUBHBIX
npaBooTHOUIeHHH; OOBEKThl B aJMUHHUCTPATUBHBIX MPABOOTHOUICHMSIX, paboyas mporpamma
JUCIUIIAHBL, (DOH/IBI OLIEHOYHBIX CPEJCTB.

Texnnuyeckue cpeacTtBa o0ydeHusi: pabodee MECTO IperojaBaTelis, MePCOHATbHBIN
KOMIIBIOTEP C IIOAKJIFOYECHHUEM K CE€THU ((I/IHTepHeT)), IEPCHOCHOC MYHBTHMCHHﬁHOC
o0opynoBaHue (BHACOMPOEKTOP, IKPaH, KOJTOHKH) — | mIT.

IIporpammHoe oOecneyenne o00mero W MNpPodecCHOHATBHOIO HA3ZHAYEHHSA:
Microsoft Office Professional Plus 2016 Russian Academic OLP 1 License No Level, Microsoft
WINHOME 10 Russian Academic OLP 1 License No Level Legalization Get Genuine,
Microsoft Windows Professional 10 Sngl Upgrade Academic OLP 1 License No Level, Adobe
Reader, Google Chrome.

3.2. UudopmanmnoHHoe odecniedeHne 00yueHust

Ilepeuenr  pekoMeHayeMbIX  Yy4yeOHbIX  um3AaHmii, VHTepHeT-pecypcoB,
JIOTIOJTHUTEIbHOM JINTEPATyPhbI:

3.2.1. OcHoBHasI TUTEpPaTypa:

1. JloxymeHTaunoHHOEe oOecneueHue ympaBieHus.. ydeOHuMK / Bapmynng B.B. —
MockBa: HOctunms, 2020. — 271 c¢. — (CIIO). — ISBN 978-5-4365-3439-8. —URL:
https://book.ru/book/932046.

2. JIoKkyMeHTallMOHHOe o0ecledyeHrne yrpaBieHuss (C OCHOBAaMHM AapXHWBOBEJIEHUS):
yaeOHoe mocooue / bacakoB M.M. —Mockga: KuoPyc, 2020. — 216 ¢. — (CITIO). — ISBN 978-5-
406-07305-6. — URL.: https://book.ru/book/932044.

3.2.2. lonoaHuTEILHAS JIUTEpATypa:

1. loxymeHTanmoHHOe obecrieueHue ynpasieHus: yueOHuk / beikoBa T.A., mox pen. u
ap. — Mocksa: KuoPyc, 2020. — 266 c. — (CIIO). — ISBN 978-5-406-05649-3. — URL:
https://book.ru/book/932895.

3.2.3 HurepHer-pecypebl: Ilepeyens HHTepHeT-pecypcoB, HeOOXOAUMBIX [JIsl
OCBOEHHSI THCIHILIHHBI

Jlnst ocymiecTBieHHsT 00pa3oBaTENFHOIO MpoLecca IO AWCHUIUIMHE, HCHIOIb3YIOTCS
CJIEMYIOIINE AIEKTPOHHBIE OnboTednbie cucteMbl (DbC):

1. https://znanium.com/


https://book.ru/book/932046
https://book.ru/book/932044
https://book.ru/book/932895.
https://znanium.com/

2. http:/lurait.ru//

3. https://e.lanbook.com/

JIst oCyIIecTBICHUST 00pa30BaTEIFHOTO IMPOIECca MO TUCIHIUINHE, HCIIOIb3YIOTCS
creayroue mpohecCHoOHaIbHbIE 6a3bl TaHHbIX

1. https://globalf5.com/ - DnekTponHast 6ubIMOTEUHAs CHCTEMA

2. https://znanium.com/ - DnekTpoHHas OMOIMOTEYHAS CHCTEMA

3. https://rusneb.ru/ - DnekTpoHHast 6MOIMOTEUHAsE CHCTEMA



https://znanium.com/
https://rusneb.ru/

5. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUSA JUCIIUIIJIMHbI

KOHTpOJIb H OIICHKaA

pe3yJIbTaToB

OCBOCHHUA  JHUCIHUIIIIMHBI

npenoaaBarcjicM B IMPOLECCC MPOBCACHUA IMPAKTHYCCKUX 3aH$ITI/II71, TCCTUPOBAHUA, a4 TAKXKC

BBIIIOJIHCHU A O6y‘~IaIOIIII/IMI/ICSI HHINBUIAYAJIbHBIX SaﬂaHHﬁ.

Pe3yabTaThl 00yuyeHus
(ocBOEHHBIE YMEHHUS1, YCBOCHHbIE 3HAHUSA)

@opMbI U METO/IbI KOHTPOJISA  OLIEHKH
pe3yJabTaToB 00y4YeHust

opopMIIATH
pacropsIuTeIbHbIC

yMeThb: OpraHU3alMOHHO-
JIOKYMEHTBI B
coorBercTBUU ¢ paeiictByromuM ['OCTowm;
OCYIIECTBIISATh 00paboTKy
BHYTPEHHUX W HUCXOISIIUX JIOKYMEHTOB,

KOHTPOJIb 3a HX HCIIOJIHCHHCM; 0(1)OpMJ'I${Tb

BXOAAINUX,

JOKYMCHTBIL JIIs

OpraHu3alIiy.

nepegayd B apXUB
3HATH: TOHSATHE JTOKYMEHTA, €r0 CBOMCTBA,

CrocoObl  JOKYMEHTHUPOBAHHUSA;,  IpaBHiIa
coctaBiieHust u opopmienuss OP/l; cucremy
u TunoByto TexHonoruto JJOVY; ocobenHocTn
JIeJIOTIPOU3BOCTBA 10 0OpAIEHUsM TpaKaaH

u KOH(bI/II[eHI_II/IaHBHOFO JACJIOIIPONU3BOACTBA.

-KOHTPOJIb BBITTOJIHEHUS MPaKTUYECKUX
3aJaHuM;

-OIlcHKa BBIITOTHEHUS JIOKJIAZIOB Hu
COOOIIEHMI;

~-MOHUTOPUHT pocrta TBOPYECKOMN

CaMOCTOSITEJIBHOCTH U HABBIKOB IOJY4ECHUS
HOBOT'O 3HAHUS KaXKIBIM 00y4YarOIIUMCS;
-YCTHBI M MUCBMEHHBIN OMPOC, BHIITOJIHEHUE
3aJaHUi TECTOBOIO KOHTPOJISl 3HAHU;
-HaKOIMUTEIbHAS OI[CHKA.
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OCYIICCTBIIACTCA




PabGouas mporpamma npenHa3zHaueHa sl MPEIOAaBaHMs JIUCIMILIMH OO0IENPOdECCHOHATEHOTO
uKIa o0yJaromuMcest 09Hoi GopMmbl 00ydeHus 1o creruaibaoctd 40.02.01 ITpaBo u opradu3sanus
COLIMAIBHOTO 0OECTIEYEeHHSI.

CoctaBnena B cooTBeTcTBUH ¢ DenepalbHBIM TOCYAapCTBEHHBIM 0OPa30BaTEIBHBIM CTAHAAPTOM
cpeanero npodeccuoHanbHOro obpazoBanus 1o crernuanbHocTH 40.02.01 ITpaBo u opranu3aius

COILMATIBHOTO 00eCneyueHusl, yTBEPXKICHHbIE TpHKa3oM MUHHCTEpCTBA 00pa3oBaHusi U Hayku P® or
12.05.2014 Ne 508.

Opranamzanusa — pa3padoTunk: ABTOHOMHAsI HEKOMMepUecKasi OpraHusanus mpodeccHoHaIbHOro
obpazoBanus «CeBepo-KaBka3ckuii akaieMU4eCKuii MHOTOIIPO(GMIBHBINA KOIUIEIKY.
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