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AHHOTAIIUA

Hacrosimue Meronuyeckd peKOMEHAAMH pa3padOoTaHbl AJisg OO0ydarommxcs 3 Kypca
ouHorr ¢Gopmel 00ydeHuss ¢ ydetom PI'OC BO wu pabodyeil mnporpaMmbl JUCITUILUTHHBI
«MHpOpMAIIOHHO-TOKYMEHTAIIMOHHOE 00eCTICUeHNEe IOPUINYCCKON I TEIILHOCTH .

B Metoauueckux pekoMeHIAlMsIX K KaxJ0H TeMe JaH IUIaH JIEKIMOHHOTO 3aHATHS,
3a/IaHus K IPAKTHYECKUM 3aHSITHSIM, a TAK)KE PEKOMEHAyeMast JUIsi CAMOCTOSITEIIbHOTO U3yUeHUS
BOIIPOCOB TE€MBI JIUTEpATypa.

]_ICJ'IB HU3Yy4YCHUA AUCHUIIIINHBI:
- HN3YUCHUC COBPCMCHHBIX Tp€6OBaHHfI, MMPECaABABIACMBIX K COCTaBJICHUIO H
O(bOpMJ'IeHI/II-O IOPUIUYCCKHUX JOKYMEHTOB, OpTraHHU3allui X IBUXKCHHUA, YU€Ta U XPaHCHMUS.

3a1aun U3y4eHUS AUCIUIUIAHBL

- U3YYUTh HOPMAaTUBHO-TIPABOBYIO 0a3y JTOKYMEHTAIIHOHHOHN JEATEIIbHOCTH;

- TIO3HAKOMUTBHCSI C OCHOBHBIMHU IIPABWJIaMH PaOOTHl C FOPHINYECKUMHU JOKYMEHTAMH,
BKJTIOYAsl MCTIOJIb30BAHNUE KOMITBIOTEPHBIX TEXHOIOTHIA;

- BBACIHTP U H3YYUTh OCOOCHHOCTH TIOATOTOBKH, OG(GOPMICHUS pPa3IMYHBIX
IOPUINYECKUX TJOKYMEHTOB;

- TIO3HAKOMHUTHCS CO Croco0aMHM ONTHMHU3AIMU JOKYMEHTOO0OpOTa, oOecredeHus
KOH(HICHIIMATHHOCTH.

- U3Y4UTh OCOOCHHOCTH IMOJATOTOBKM M O(OPMIICHHS PAa3IHYHBIX BHIOB IOPHUIMYECKUX
JOKYMEHTOB.

B pesynbpTare ocBoeHHs y4eOHOM TUCIUILIUHBI O0YJArOIIUICS JOJIKEH:

3HATh:

- COBPEMEHHBIE KOMMYHHUKATHBHBIC TEXHOJIOTMM B OPTraHHU3alldd aKaJIeMUYECKOro U
mpo(ecCHOHANFHOTO  B3aUMOJICHCTBUS; TPO(ECCHOHATBHYIO JIEKCHKY, B TOM 4YHCIE Ha
WHOCTPAHHOM SI3bIKE, TpaBWJIa COCTABJICHHS TEKCTOB HAYYHOTO M OQHUIMATIBLHO-IEIOBOTO
CTHUJIEH;

- OCHOBBI TPONLEAYPHl PACCMOTPEHHUS M TOATOTOBKUA TPOEKTOB HOPHIMYECKUX
JIOKYMEHTOB B COOTBETCTBHH € MTPOoduiIeM npoPecCHOHANBHOMN 1eATeIbHOCTH.

YMETh:

- Cco3JaBaTh Ha PYCCKOM W HMHOCTPAHHOM S3bIKaX MHCbMEHHBIE TEKCThl HAYYHOTO W
oduIIMaTBEHO-IETIOBOTO CTUJIEH peuu B chepe mpodeccuoHaTbHOM NeATeTbHOCTH; MPEACTaBIsATh
pe3ynbTaThl aKaJeMUYECKOM

U  TpodecCHOHANBHON JEATEbHOCTH Ha Pa3IMYHBIX HAyYHBIX MEPONPUSTHSIX;
OCYLIECTBIISAITh  KOMMYHHKAIUIO MOCPEACTBOM  MH(POPMAITMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIA;

- pa3zpabaThIBaTh OPUIUIECKHIE TOKYMEHTHI B cpepe mpodheCcCHOHATBHOM JeTeIbHOCTH.

BJIA/IETh:

- cpenctBamMu u (hopMaMH KOMMYHUKAIIMH B COOTBETCTBHUHU C THUIIOM KOMMYHHKAITUH;
WHOCTPAHHBIM S3BIKOM B 00BEeMe, HEOOXOIWMOM [Jisi OCYIIECTBJICHHS MPOQPECCHOHATBHON
JeATEeTbHOCTH; COBPEMEHHBIMH KOMMYHUKATUBHBIMU TEXHOJIOTUSIMU;

- HaBBIKAMH TIOJITOTOBKH IOPUIMYECKUX JTOKYMEHTOB B TMPOIECCE OCYIIECTBICHUS
po(hecCHOHANEHOM JesITeTbHOCTH.



1. METOAUYECKHUE PEKOMEHJIAIINM K JIEKIIUAM

OCHOBHYIO OpraHu3alMoOHHYI0 (opMy OOy4deHHs, HAINpPABICHHYI0 Ha IIEPBUYHOE
OBJIa/ICHUE 3HAHUSAMHU, NIPEJICTABIIAET COOOM JIeKIus.

I'maBHOE HAa3HAYCHME JIEKIUHU - 00ECIIEUYUTh TEOPETUYECKYI0 OCHOBY OOYYEHHsI, pa3BUTh
UHTEepeC K Y4eOHOW IesATeIbHOCTHM M KOHKPETHOM ydeOHOH aucuuIuinHe, chopMUpOBaTh Yy
00y4aromuXxcst OPUEHTUPBI ISl CAMOCTOATENBHOM paboThl Haj KypcoM. TpaaunnoHHas JIEKIUs
MMEET HECOMHEHHbIE NTPEUMYILECTBA HE TOJBKO KaK CIOCO0 JOCTaBKM MHGOpPMALUU, HO M Kak
METOJ SMOILMOHAIBFHOTO BO3ACUCTBUS MpenojaBareiss Ha OOydYaroIIMXCs, MOBBIIIAIOMIUN HX
IIO3HABATEJILHYI0 aKTUBHOCTb.

Bricokast 3peKTUBHOCTD IEATENFHOCTH MPETIOAaBATENs BO BPEMS UTEHUS JIEKIIUU OyneT
JOCTUTHYTa TOJBKO TOIJA, KOTJAa OH YYMTHIBAET IICUXOJIOTHUIO ayIUTOPUHU, 3aKOHOMEPHOCTHU
BOCTIPHUSITHS, BHHUMAaHUS, MBIIUICHHS, YMOIMOHAIBHBIX IMPOLECCOB ydammxcs. TpeGoBaHust K
JEKIMM: HPABCTBEHHAs CTOPOHA JIEKIMM W IpPEnoJaBaHMs, HAy4HOCTb U HMH(POPMATUBHOCTb
(coBpeMEHHbI Hay4HbI YpPOBEHb), JI0Ka3aTE€IbHOCTb U APryMEHTHUPOBAHHOCTb, HAJINYHE
JIOCTAaTOYHOTO  KOJIMYECTBA SIPKUX, YOCIUTENBbHBIX IPUMEPOB, (AaKTOB, O0OOCHOBaHMIA,
JOKYMEHTOB M HAYYHBIX JOKa3aTeIbCTB, SMOIMOHATIBHOCTh (DOPMBI M3TIOKECHHUS, aKTHBH3ALIUS
MBILLICHHS CIIyIIaTeNel, IOCTAaHOBKA BOIIPOCOB JIJISl Pa3MBILUICHUS; YETKas CTPYKTypa U JIOTHKa
PacKpBITUSL MTOCIEA0BATEIbHO H3JIaraeéMbIX BOIIPOCOB; METOJAUYECKasi 00paboTKa - BBIBEJCHUE
[JIaBHBIX MBICJIEH M IOJIO)KEHUMH, MOJYEPKUBAHME BBIBOJOB, IIOBTOPEHHE WX B Pa3IMYHBIX
(GopMyIUpPOBKaX; H3JI0KEHUE JOCTYIHBIM M SICHBIM $I3BIKOM, Pa3bsSICHEHUE BHOBb BBOJUMBIX
TEPMHHOB M HA3BAHWM; MCIIOJIB30BAHME II0 BO3MOYKHOCTH ayJUOBM3YaJbHBIX JUIAAKTHYECKHUX
matepuaioB. llepeuncieHHble TpeOOBaHUS JIeKAaT B OCHOBE KpPUTEPHEB OIICHKH KauecTBa
JIEKLUU.

IIo cBoell cTpyKkType JIEKUMHM MOI'YT OTJIM4YaThCs OJHA OT Apyroi. Bce 3aBucur or
COJepKAHUS M XapakTepa H3JaraéMoro Marepuaia, HO CYIIECTBYET OOLIUIl CTpPYKTYpHbIH
KapKac, IPUMEHUMBIH K JF000H sieknuu. [Ipekme Bcero, 3To COOOINEHWE TUTaHA JICKIUU U
CTpOro€ eMy clleJoBaHHe. B IiiaH BKIIIOYAIOTCS HAMMEHOBAHUS OCHOBHBIX Y3JIOBBIX BOIIPOCOB
JIEKIUHU, KOTOPbIE€ MOTYT MOCTY>KUTh JJIsl COCTABJICHUS 3K3aMEHAI[MOHHBIX OMJIETOB.

Bsoonas nexyus. OHa 3HAKOMUT CTYJICHTOB C 1I€JIbI0 M HA3HAYEHHUEM Kypca, €ro poJibio U
MECTOM B cHucTeMe yuyeOHbIX AucUUIUIMH. [lanee maercs kpaTkuil 0030p Kypca (BeXu pa3BUTHS
JTAaHHOM HayKH, MMEHa WM3BECTHBIX Y4YeHbIX). B Takoil nekuuu cTaBsTCs Hay4dHblE NMPOOJIEMBI,
BBIIBUTAIOTCS TUIIOTE3bI, HAMEYAIOTCS MEPCIEKTUBBI Pa3BUTHS HAyKU U €€ BKJIaJa B NMPAKTUKY.
Jlekuust UMeeT CBOEW LeNbI0 O3HAKOMHUTH CTYIEHTOB C NMPOrpaMMON y4eOHOM JUCHHUIUIMHBL,
yueOHOW M Hay4yHOM, CHelHaJbHOM JHUTEepaTypod, OCHOBHBIMH HOPMAaTHUBHBIMH IPABOBBIMHU
aKTaMH, ¢ MECTOM JaHHOW OTpaciu mpasa B cucreme Ipasa Poccuiickoi Penepauuu U ee
B3aUMOJICVICTBUY C APYTMMH OTPACIIAIMM IIPaBa, C €€ HAYYHOM U MPAKTUYECKON 3HAYMMOCTBIO, C
TpeOOBaHUAMU, PEABSABIIEMbIMH B MIEPHUO/T 3a4€THO-IK3aMEHAIIMOHHOM CecCuu, B TOM YHCIE U
K HaIMCaHWIO NMHCHbMEHHBIX, KOHTPOJBHBIX, KYpCOBBIX paboT, pedeparoB u T.A. B BBOgHON
JEKLIUU BaXXHO CBS3aTh TEOPETUUYECKUN MaTepuan C MPAaBONPUMEHUTEIBHON NPAaKTUKOW U
MPaKTUKON OyayIeil paboThI CIIEIMATMCTOB-IOPUCTOB.

0630pHo-noemopumenvHuvle JleKyuy, YTaeMble B KOHIIE pa3jeia WM Kypca, TOJDKHBI
OTpakaTb BCE TEOPETHUYECKHE TIOJOXKEHHS, COCTABJIAIONINE HAyYHO-TIOHATHIHYIO OCHOBY
JAHHOTO pa3fielia WK Kypca, UCKII0Yasl JeTaIn3alio U BTOPOCTENEHHBIN MaTepHall.

Ob30pnas nekyus. ITO HE KpaTKWW KOHCIIEKT, a CHCTeMaTH3allus 3HAHWKW Ha Oolee
BBICOKOM ypoBHe. [Icuxosorus oOyueHHs MOKa3bIBaeT, YTO MAaTEPHal, U3JIOKEHHBIH CUCTEMHO,
Jy4llle 3alIOMUHAETCS], JOMYCKaeT OO0JIbIIee YNCIO AaCCOLUATUBHBIX CBA3EH.

IIpobnemnas nexyus. HoBoe 3HaHHE BBOJMTCS KaK HEM3BECTHOE, KOTOPOE HEOOXOIUMO
«OTKpPBITHY. [ TaBHOE yCIIOBHE - pean30BaTh MPUHIUI TPOOIEMHOCTH MpH 0TOOpe U 00paboTke
JIEKLIIMOHHOI'O MaTepHala, COAEp>KaHus U IIPU €ro Pa3BEpPTHIBAHUU HEMOCPEACTBEHHO Ha JIEKLIUU
B (opme nuanormueckoro o6OmeHus. C momoupio MNpoOJeMHON JIEKIUU 00ecredrBaroTCs
pa3BUTHE TEOPETUUYECKOTO MBIIIJIEHHS, [T03HABATEIBHOIO MHTEpECAa K COAEPIKAHUIO NPEAMETA,



npodeccruoHagbHasi MOTUBAIMS, KOPIOPATUBHOCTD. [Ipo0ieMHas eKIus onupaeTcs Ha JOTHKY
MOCIEA0BATENbHO MOACTUPYEMBIX MPOOJIEMHBIX CHUTyallMil MyTeM IMOCTAHOBKH MPOOJIEMHBIX
BOIPOCOB WJIM TpeAbsBICHUA NpoOieMHBbIX 3amad. [IpoOmemHas cuTyamust - 3TO CIOXKHAs
MPOTUBOpEUYNBasi OOCTAaHOBKA, CO3/laBaeMas Ha 3aHATHSAX IyTeM IIOCTAHOBKH IPOOJIEMHBIX
BOIIPOCOB (BBOJHBIX ), TPEOYIOIIasi aKTUBHOM 1MO3HABATEIBHOM JAEATEIBHOCTH 00y4aeMbIX IS €€
MPaBUIbHOM OLIEHKH W pazpemieHus. [IpoOneMHbIil BOPOC COAEPKUT B cede TUaEKTUYECKOe
OPOTHBOpEYHE MU TpeOyeT AJisl ero pemeHus: He BOCHPOM3BEACHUS HW3BECTHBIX 3HAHUWH, a
pa3MbIIUICHHS], CPAaBHEHUS, TOMCKa, MPUOOPETeHUs U MPUMEHEHHUs HOBBIX 3HaHui. [Ipobiemuas
3aJaya B OTJIMYME OT MPOOJIEMHOrO BOMPOCAa COJEPKHUT JIOTIOJIHUTEIBHYIO BBOIHYIO
uH(pOpPMaLIMI0O U MPU HEOOXOAUMOCTH HEKOTOPbIE OPUEHTHUPHI Moucka ee pemeHus. [lonarue
«pOOJIEMHBIN BOIIPOC» U «IIpOOJIeMHAst 3ajladya» pa3rpaHUYMBAIOTCS JIUIIb YCIOBHO, MO0
po0OJIeMHbIE BOMPOCHI MOTYT «IlepepacTaTh» B 3aJaud, a 3ajaya - JETUThCS Ha BOMNPOCHl U
NOJBONPOCHL. Pemenue mpoOiieMHBIX 3aj7ad, OTBET Ha MPOOJIEMHBIE BOMPOCH OCYIIECTBIISAET
npenojaaBarenb (MHOTIA Tpuberas K MoMomu 00y4aeMbIX, OpraHu3ys oOMeH MHeHusiMH). OH
JIOJDKEH HE TOJIBKO Pa3peruTh MPOTHBOPEYHE, HAWTH MPABWIILHBIA OTBET Ha CIOXHBIN BOIPOC,
HO U PACKPBITh TEXHOJIOTMIO STOTO Ipoliecca, MPOJEMOHCTPHUPOBATh MPUEMbI YMCTBEHHOM
NEeSITeIbHOCTH, MCXOJIINE M3 JUAIEKTUYECKOTO METOJa IMO3HAHMS CIIOKHBIX SIBJICHUH. JTO
3aHUMAaeT CYIIECTBEHHOE BpeMs, [IO3TOMY OT IpernojaBaTelisa TpedyeTcs 3HauuTelbHas paboTa
[0 TpeABApUTEILHOMY OTOOpY COep)KaHUs y4eOHOTOo Marepuajia W TMOATOTOBKU «CIEHApHS»
JICKIUH.

B camom 006111eM BUJIE 3TO MOT'YT OBITh CJIEAYIOLINE 3TAIbI (CTYNEHN) OArOTOBKHU:

1) AHanu3 u OTOOp «KIIIOYEBOT0», OCHOBHOI'O MaTepualia, KOTOPBI COCTaBIseT
JIOTUYECKOE PO Kypca.

2) Beibop ocHOBHBIX MpoOsieM U TpaHchopMalusi UX B MPOOJIEMHBIE CUTYalluu (OIBIT
MIOKa3bIBAET, YTO TAKUX MPOOJIEM B JICKI[UH HE TOJDKHO OBITH OoJibiiie 3-4).

3) [IpoaymMbIBaHue, ONpeielieHre TIOTUKA U METOJIMKH pa3pellieHus KaKIou MpoOIeMHOI
CHUTYAIIHH.

4) KoMIoHOBKa BCEro JIEKIIMOHHOTO COAEP)KaHUS B LEIOCTHYIO CHCTEMY 3HAHUH U
METOJIMYECKOT0 00eCIIeUeHUSI.

5) «[IpourpbiBaHUE» JIEKIMHA B CIYX HJIH «IIpO ceOs», MPOTHO3UPOBAHUE YCIEIIHOCTH
NPUMEHEHHUS METOAMYECKUX PUEMOB, aKTHBH3AIIMY BHUMAHHUS ¥ MBIIUICHUS! 00yJaeMBbIX.

6) Koppekuusi u oOKOHYaTelbHas MOJArOTOBKA COJAEPkKAHUSA M METOAMYECKOrO apceHasa
JIEKITHH.

Takum oOpa3oM, Ha JeKUMH NPOOJIEMHOro XapakTepa oOydaeMble HaXOJIATCS B
MIOCTOSTHHOM TIPOIECCE «COMBIIIICHUS» C JIGKTOPOM M B KOHEYHOM HTOTE «COABTOPaMU» B
pelIeHnH MPOOJIEMHBIX 3a/1a4. DTO NPUBOAUT K 3HAYUTEIbHBIM Pe3yJIbTaTaM: YCBOCHHBIE TAKUM
00pa3oM 3HAHUS SIBIISIFOTCS COOCTBEHHBIM JIOCTOSTHHEM O0YYaeMBbIX, T.. B KaKOH-TO CTENEeHU
3HAaHUSMH - YOeXIEeHUsIMH (TE€M CaMbIM JIOCTUTAETCsl BOCHUTATENbHBIM 3(dekT 3aHaTus).
3HaHUS, YCBOCHHBIE «AaKTHBHO», IPOYHEE 3allOMHHAIOTCA M JIeT4e AaKTYyaJIM3UPYIOTCS
(oOyuarontuii 3¢ pexT 3aHATHA).

Pemrenne mpoONEeMHBIX 3a7ad  BBICTYNaeT CBOCOOpPA3HBIM TPEHHHIOM B DPa3BUTHHU
UHTEJUIeKTa (pa3BUBarOIUi 3G eKT 3aHATHs). 3HAHUS, YCBOCHHbIE «aKTUBHOY», 0oJiee TIy0oKH,
CUCTEMAaTHU3UPOBaHbI U 00JIaZJal0T CBOMCTBOM IepeHoca B Apyrue curyanuu (3¢ dekr pa3Butus,
TBOPYECKOTO MbINUIeHUs). HakoHen, momoOHOro poaa yCBOGHHME TOBBIIAET HHTEpPEC K
YCBaMBa€MOMY COJICPKAHUIO M YIIY4IIaeT MPOPECCHOHAIBHYIO TOATOTOBIECHHOCTh (d(deKT
MICUXOJIOTHYECKOM MOJTOTOBKH K MPO(ECCHOHATBHON AEATEIbHOCTH).

Jlexyus-6eceoa. 1o Hambojee paclpoCTpaHEHHas M CPaBHUTEIBHO MpocTas Qopma
aKTUBHOI'O  BOBJEeuYeHHs oOy4daeMblx B  y4yeOHbIi mpouecc. OnHa  mpeanosaraer
HETIOCPEJCTBEHHBI KOHTAKT TMperojaaBatens ¢ ayauropuedl. Ee mnpemmymecTBo mepen
TPAJUIIMOHHBIM «MOHOJIOTMYECKHM)» YTEHHUEM JIEKIIMU COCTOMT B TOM, YTO OHa IO3BOJSET
NpUBJeYh BHUMaHUE OOydaeMbIX K HamOoliee Ba)KHBIM BOIIPOCAM TEMBI, OTPEACTHTH Ooee
a/IeKBaTHOE Ui JAHHOW ayJUTOPHM COJEpXaHHUE, CIIOCOOBI M NMPHEMBl U3J0XKEHUS y4eOHOTro



marepuana. Jleknus-Oecena MO3BONSAET PACHIMPUTH KPYr MHEHUH, NMPUBJIEYDb KOJUICKTUBHBIN
OIIBIT U 3HAHHUA.

AKTHBHOE ydyacTHE CTYJCHTOB B JIEKUMHU-Oecene MOXKHO OOECIEYHTH CIEAYIOUIMMHU
IIPUEMAMH.

1. Bompocel k ayautopuu. B Xone wH3N0OKEHHS JEKUMU IpenojaBarelb 3a1aeT
00yyaeMbIM BONPOCHI, KOTOPbIE NPEIHA3HAYEHB! HE JUIs IPOBEPKHM 3HAHWM, a JJI BBIICHEHUS
MHEHHUH U YPOBHSI OCBEJOMJICHHOCTH YYaIIUXCS 0 paccMaTpUBAEMOi MpoOiieMe, CTENeHH HX
TOTOBHOCTH K BOCIIPUATHIO ITOCIIEAYIOIIEr0 MaTepraia. Bonpocs! aapecyroTcst Bcel ayIuTOPHUN.
Crynentsl oTBevyaroT ¢ MecT. Jlisg SKOHOMUM BpEMEHHM BOIPOCHI PEKOMEHIYETCs
(GopMynupoBaTh TaK, YTOObI Ha HMX MOXXHO OBbUIO JaBaTh OJHO3HauHble OTBETHL. C yuyeTom
pasHOrjgacuil WM €JUHOLYLIMS B OTBETax IPEnojaBaTelib CTPOUT CBOM JajbHeEine
paccyKIeHHus, Mojlydass MpPU 3TOM BO3MOXKHOCTb OoJjiee J10Ka3aTeIbHO H3JI0KUTh OYepeHON
TE3UC BBICTYIUICHUS. Bompockl MOryT OBITh OTHOCUTENBHO IIPOCTBIE, TaK M HOCSILUE
npobnaemHbIi xapakrep. OOyuyaemble, MPOJyMbIBasi OTBET Ha 3aJaHHBIA BOIPOC, MOJIYYaIOT
BO3MOXXHOCTh CaMOCTOSITENIbHO TPHHTH K TEM BBIBOJAM H  O0OOIIEHHUSM, KOTOpBIE
IpernojiaBaTesb JOKEH ObUI COOOIUTh UM B Kau€CTBE HOBBIX 3HAHUM, MO0 MOHATH IITyOHHY U
BaXXHOCTh 00CYKJIaeMOW MpoOJIeMBbI, UTO B CBOIO OYEpEb MOBBIIIAET UX MHTEPEC U CTEIECHb
BocIpuATHA Marepuana. [Ipu takoit (opme 3aHATHI NpenojaBaTenb J0JKEH CICAUTH 3a TEM,
YTOOBI €r0 BOIIPOCHI HE OCTaBalIMCh 0€3 OTBETOB, MHAY€ OHU OyIyT HOCUTb PUTOPUYECKUI
XapakTep U He o0ecreyar J0CTaTOYHOW aKTUBU3ALMK MBILIUIEHHUS 00y4aeMbIX.

2. llpurnamenve K KOJUIEKTUBHOMY HccieloBaHUIO (Oerias mo3roBas araka). Jlektop
npeyiaraeT o0ydyaeMbIM C ONOpPOM Ha COOCTBEHHBIM ONBIT M 3HAHUE COBMECTHO BBIBECTH
KOMIUIEKC TpeOOBaHUM WJIM 3aKOHOMEPHOCTEH paccMaTpUBAEMOro MPoLecca, ABJICHUS. Y TOUHSSA
Y JIOTIOJIHSS BHECEHHBIEC IIPEIUIOKEHUS, OH TEM CaMbIM ITOJABOJUT II0J UMEIOIIEECS COACpKAHUE
KOJUIEKTUBHOTO OOCYXJEHHUS TEOPETHYECKYI0 OCHOBY, CHCTEMATHU3HPYET M «BO3BpALIAECT»
00yyaeMbIM COJIEp)KaHUE UX K€ BBICKA3bIBAaHMH YK€ B BHJI€ KOHCOJIUIMPOBAHHOTO, COBMECTHO
BbIpaboTaHHOTO Te3uca. Takum 00pa3oM, yaeTcsi He TOIBKO COOOIIUTH CIYIIATENsIM TTOJIE3HYIO
uHpOpMalLKIO, HO U yOeIUTh MX B HEOOXOAMMOCTH CleNaTh ee i ce0s pyKOBOJACTBOM K
JNIEUCTBHIO.

Jlexyus-ouckyccus. B ornuume oT mnpeabaymiedl  ¢Gopmbl IPOBEACHUS 3aHATHIM
npenojaBaTesb MpPU HM3JI0KEHUHM JIEKIIMOHHOTO MaTepHalla HE TOJBKO HCIOJIb3YeT OTBETHI
o0yyaeMbIX Ha €ro BOIPOCHI, HO M OpraHH3yeT CBOOOAHBIM OOMEH MHEHUSIMH B HHTEpBalax
MEXIy €€ JIOTUYECKUMHU pa3jenaMu. OTO OXKUBISET Yy4yeOHBIH MpoLecC, aKTUBU3UPYET
MIO3HABATEJIbHYIO ACSATEIBHOCTh AYAUTOPUM M, YTO OYEHb BAXKHO, MO3BOJISIET IPEINOABATEINIO
YIOPaBIATh KOJUIEKTUBHBIM MHEHUEM ayJUTOpPUHU, HUCIOIb30BaTh €ro B IeNAX yOexJIeHus,
IPEO0JI0JICHHS] HETATUBHBIX YCTAHOBOK M OLTMOOYHBIX MHEHUI HEKOTOPBIX 00yJaeMbIX.

Pazymeercs, apdext gocturaercst IUIb IpU COOTBETCTBYIOIIEM MOAOOPE BOMPOCOB JIIs
JMCKYCCHH M YMEJIOM, IeJIEHANpaBIeHHOM YIpaBiIeHUHU et0. Bei6op Bonpocos as oOcykaeHus
JIOJKEH OCYIIECTBIISIThCS MpernojiaBaTeneM 3a0JaroBpeMeHHO M B 3aBHCHMOCTH OT CTENEHHU
MOJTrOTOBJICHHOCTU 00y4aeMbIX M T€X KOHKPETHBIX JHJIAKTUYECKUX 3a/1ad, KOTOPHIE OH CTAaBUT
nepea co0oi B TaHHOW ayIUTOPHH.

Jlexyus-eusyanuzayuss BO3HMKJIA KaK pPE3yabTaT IIOMCKA HOBBIX BO3MOXHOCTEN
peanu3alnuy IpUHLKIA HarsIIHOCTH. [Icuxonoro-negarornyeckue Ucciae10BaHus MOKa3bIBaoT,
YTO HAIIAJHOCTh HE TOJBKO CHOCOOCTBYET OoJjiee YCHEITHOMY BOCHPUSATHIO M 3allOMHUHAHUIO
yueOHOro Marepuala, Ho M T03BOJISIeT IPOHUKHYTh II1y0’Ke B CYLIECTBO MO3HABAEMBIX SIBICHUU.
OTO NMPOUCXOAUT 3a cyeT paboThl O0OMX MONyIIAapuid, a HE OFHOTO JIEBOTO, JIOIMYECKOTO,
MPUBBIYHO paboTaloIIero Mpu OCBOEHHMHU TOYHBIX Hayk. [IpaBoe momymiapue, oTBevaromiee 3a
00pa3HO-3MOIIMOHATILHOE BOCHPUATHE MpPEIbsBIsAeMONd HH(POpPMAIMK, HAUYMHAET AaKTHBHO
paboTaTh HMMEHHO TpU e Buiyanuzanuu. K duciy JeKnui-Bu3yan3andii  OTHOCSTCS
UHTEPAKTHBHBIE JICKIUM C [PUMEHEHHEM  MYJIbTHMEIHA-TEXHOJOTHH B  OOyYEHUH.
HHTepakTUBHOCTh JAa€T BO3MOXKHOCTh aKTUBHO BMEILIMBATHCS B IpolEcC OOy4YeHHs: 3a7aBaThb
BOIIPOCHI, NOJy4aTh Oosiee MoApoOHbIe U JOCTYIHBIE MOSCHEHUS M0 HESCHBIM JIJIsl HUX pa3jiesiaMm



u (pparmMeHTaM u3naraeMoro yuureiaem ydeOHoro marepuaina. llpu mpoBeneHHH 3aHATHS MO
JaHHOW METOJIMKe, IMpernojaBaTellb MOKET KOMMEHTHpPOBaTh BHUACOMH(OpMAILINIO, B XOJ€
0o0BsICHEHHS MaTepuana 3a/laBaTh BOIPOCHl CTyJeHTaM. A Becb IPOWIEHHBIM MaTepuana B
TEUCHUM 3aHSTHUS TOATBEPKAAETCS BHUACOONbITAaMHU, (QororpapusiMu Wid pUCyHKaMu. Poib
CTYJEHTa TaK)K€ HOCUT aKTUBHBIM XapakTep; T.K. C IEPBBIX MUHYT YPOKa CTYAECHT aKTUBU3UPYET
CBOE BHUMaHUE, OTBEYAET Ha MPOOJIEMHbIE BOPOCHI, TOCTAaBIEHHBIE MpenoiaBarenemM. [lo xony
OOBsICHEHUSI MaTepuana CTYJIEHT MOXET 3aJaBaThb MHTEPECYIOLIUE €ro BONpOChl. Meroauka
MIPOBEICHUS TAKOT'O 3aHATHS MMEET CYLIECTBEHHbIE ITpeumyliecTBa: CoueTaHne KOMMEHTapUEB
npernoiaBaTess ¢ BUAeonHpopMalreil WM aHuMalyell akTHBU3MpyeT BHUMaHue yJyammuxcs. He
TOJIBKO TIOBBIIIAET WHTEpPEC K JTaHHOW Teme, HO M OOyueHUE CTAaHOBHUTCS 3aHUMATENIbHBIM U
AMOLIMOHAIBHBIM, IPUHOCA ACTETUYECKOE YAOBIETBOPEHUE YdallUMCSA. A IpenojaBaTelio
1o3BoJisieT A (PEeKTUBHEE UCIIOIB30BaTh YYeOHOE BpEMSI.

Jlexumu pa3pabareiBaroTcsi B IpuiiokeHuu - Power Point B mporpamme - Office, co3naBas
HEO0OXOUMOE KOJMYECTBO CIIAW0B, JOMONHSS HUX BUACOMH(POpMaLUEHd U3 3IEKTPOHHBIX
Y4eOHMKOB W 3JIEMEHTaMH aHuMauuu. Ha 3aHATHAX Takke pEeKOMEHAYETCsl HCIOIb30BaTh
UTPOBbIE MOMEHTHI. IHTepaKTUBHAs JIEKLUS AEJIaeT 3aHATUE HE TOJIBKO KPACOYHBIM U SIPKUM, HO
U TI03BOJISIET BBI3BATH MHTEPEC Y COBPEMEHHOIrO CTyAeHTa. IIpum 3TOM gaer npenopaBaTenro
HOBOE BUJICHHE YPOKa, TI03BOJIET NepepaboTaTh MaTepual 0oee TIIATeIbHO U TITyO0KO.

Jlexyus 606oem - 3Ta Pa3HOBUIHOCTDH JIEKLUHU SIBISETCS MPOAOKEHHUEM U Pa3BUTHEM
MpoOJIEMHOTO M3JIOKEHHUs MaTepualia B AHaliore IBYX MpernojaBareieil. 31ech MOACTUPYIOTCS
peabHBIe  CUTyallud OOCYXKACHHS TEOPETHYECKUX U TPAKTHUYECKUX BOIMPOCOB JBYMS
cnernuanucrtamMu. HeoOGxoaumo, 4ToOBI: IuaNor mpenojaBareieil IeMOHCTPUPOBAT KYIbTYpPY
JIMICKYCCHH, COBMECTHOTO PEIICHUS MPOOJIEMBI; BTATHBAI B 0OCYKICHHE CTYACHTOB, OOYXK Il
MX 3a7aBaTh BOIPOCHI, BBICKA3bIBaTh CBOK TOYKY 3pEHHs, JIEMOHCTPUPOBATH OTKIUK Ha
npoucxossmee. [loaroroBka K JIEKIMK C 3apaHee 3alIJaHMPOBAHHBIMU OLIMOKAMHU COCTOUT B
TOM, 4YTOOBI 3alIO)KUTh B HEE OINpeAeNeHHOEe KOJIMYECTBO OMIMOOK COAepkKaTeIbHOrO,
METOJIMYECKOTr0, MTOBEJCHYECKOr0 XapaKTepa, UX CIUCOK MPENo1aBaTelb MPUHOCUT HA JIEKIUIO
U TIpenbsBISET CTyJeHTaM B KoHue. [loaOuparorcs Hambosee TUIUYHBIE OMIMOKH, KOTOpBIE
OOBIYHO HE BBINSYMBAIOTCS, a KaK Obl 3aTyIIEBBIBAIOTCS. 3ajada CTYAEHTOB COCTOUT B TOM,
4TOOBI MO XOJy JEKIHMH OTMeuaTh OMIMOKH, (PMKCUPOBATh X Ha MOJSAX U Ha3bIBaTh B KOHIE. Ha
pazbop ommbok otBogutcs 10-15 munyT. [Ipm 3TOM mpaBUiIbHBIE OTBETHl HA3bIBAIOT U
CTYIEHTBI, U TpEenojaBarenb. Takas JIEKIHUS OJHOBPEMEHHO BBINOJHAET CTUMYJIHPYIOILYIO,
KOHTPOJIbHYIO M AMAarHOCTUYECKYIO (DYHKIIMIO, TOMOTasi IMarHOCTUPOBATh TPYJHOCTH YCBOCHHUS
IIPEIBIAYILEro MaTepuana.

Jlexyus - npecc-konghepenyus. Hazpa TeMy JIEKIIMH, NPENOaBATENb IPOCUT CTYIEHTOB
3a/1aBaTh €My NHCBMEHHO BOIPOCHI IO JaHHOHN Teme. B TeueHuu OBYX-TpeX MHHYT CTYJEHTBI
bopMynupyroT HanboJiee HHTEPECYIOLINE UX BOIPOCHI U MEPEatoT MPEno1aBaTeNnto, KOTOPbIH B
TE€YEHHE TPEX-NIATH MUHYT COPTHPYET BOIPOCHI IO MX COAEPKAHUIO M HAUYMHAET JIEKLUIO.
Jlexuus u3naraercsi He Kak OTBETHI HA BOMPOCHI, a KaK CBSI3HBIM TEKCT, B MPOIECCE U3IIOKEHUS
KOTOPOro (opMyIHpYIOTCS OTBETHL. B KOHIIE JIeKIIMU TpenoiaBaTesb MPOBOAUT aHAIN3 OTBETOB
KaK OTpa)K€HUE UHTEPECOB U 3HAHUHN y4allluxcsl.

Jlexyus-xoncynomayusa. I1a Gopma 3aHATHH NpPEANOYTUTENbHA MPU H3YYEHHUU TEM C
YETKO BBIPAXKEHHOM NPAKTUYECKOM HANpaBICeHHOCThIO. CylllecTByeT HECKOIBKO BapHUaHTOB
IIPOBEJEHUS JIEKIIUU - KOHCYJIbTallUU. PacCMOTpUM HEKOTOpBIE U3 HUX.

1) 3aHaTne HAYMHAETCS CO BCTYNMUTEIBHOW YacTH, TJI€ MPENoJaBaTellb aKIEHTHUPYET
BHUMaHME ayIuTOPHUM Ha psfe NpoOieM, CBA3aHHBIX C TPaKTUKOW TNPUMEHEHUs
paccMaTpuBaeMoOro TMOJIOKEeHHs. 3aTeM oOydaemble 3a7al0T BOINPOCHI: Ha 3TO OTBOJAUTCS
3HAYMTEIbHAs 4YacTh BpeMeHU yueOHoro 3ausaTHs (10 50 %). B koHIe 3aHATHS TpPOBOJUTCS
HeOoJbIasg JUCKycCcHs, CBOOOAHBIH OOMEH MHEHMSIMM, 3aBEpIIAIOIIMNCA 3aKIIOUHUTEIbHBIM
CJIOBOM JIEKTODA.



2) 3a HECKONBKO JTHEH M0 3aHATHS NpernojaBaTeib cOOMpaeT BOMPOCHI CIyIIaTesed B
nucbMeHHOM Buze. llepBas 4YacTh 3aHATUA TPOBOAUTCA B BHJAE JIEKIMHU, B KOTOPOU
IpenojaBaTeslb OTBEYAET HAa 3TH BOIIPOCHI, JOMOIHSISL U pa3BUBasl UX 110 CBOEMY YCMOTPEHHUIO.

Bropas wacte npoxogur B (opMe OTBETOB Ha JOIOJHHUTEIbHBIE BONPOCH 00y4aeMbIX,
CcBOOOTHOTO OOMEHA MHEHHMSIMU M 3aBEPIIACTCS 3aKIIOUUTEIBHBIM CIIOBOM JIEKTOPA.

3) OGyudaeMmble 3a01aroBpEMEHHO MOJIYy4arOT MaTepuan K 3aHaTvio. Kak npaBuiio, oH
JIOJKEH HOCUTH HE TOJIBKO y4eOHBIH, HO M MHCTPYKTUBHBIA XapakTep, T.e. MPEACTaBIATh COOOU
METOJUYECKOE PYKOBOACTBO K INPAKTUYECKOMY HCIIOJIB30BAaHUIO B XOJ€ NOATOTOBKU K JIEKLIHU.
OOyvaemble JOJDKHBI HM3YyYUTh MaTe€pHall U IOArOTOBUTH CBOU BONPOCHI K KOHCYJIBTAaHTY.
3aHATUS OpoOBOIUTCA B (OpME OTBETOB Ha BONPOCHI M CBOOOJHOTO OOMEHAa MHEHMSIMHU.
3aBepUINTh 3aHATHE MIPENOAaBaTeslb MOKET MPOCTHIM MOJBEACHUEM UTOTOB KOHCYJIbTALlUU WU
3aKJIIOYUTENNBHOM JIEKIMeH, B KOTOpOil 00001aeTcs NpakTuKa IPUMEHEHHUs paccMaTpUBaeMOro
MarepHana.

4) IlepBast yacTh 3aHATHA NPOBOAUTCA B (POpME KpPAaTKOro COOOLIEHUS O IEpPEeIOBOM
OnbITe pabOThl OMNPEIEIEHHOr0 JOJKHOCTHOTO JHIAa WM KOJUIEKTHBA, IPOCMOTpA KHUHO,
BugeopmwibMa. OOydyaeMble MOTYT M 3apaHee IMOJIY4uTh Marepuan ¢ Oosiee MOAPOOHBIM
OCBEIICHNEM 3TOro ombITa (Opomropa, daiin u 1.1.). Bropas yacts 3anstuii crpoutcst B hopme
OTBETOB IPEIo/1aBaTelis Ha BOIPOCH 00y4aeMbIX OTHOCUTEIBHO U3JI0KEHHOTO UM COAEPIKaHUsI.

5) 3anstue npoBoauTcs B (opMe TpYIIIOBOW KOHCYNIbTALUU, B KOTOPOW NPUHUMAIOT
y4acTHE HECKOJbKO BBICOKOKBAJIM(UIMPOBAHHBIX INenaroros. lcmonb3oBaHue Takoil (hopMel
TPYNIIOBON KOHCYJIbTAMH 3()()EKTUBHO MPH PACCMOTPEHHUM MPOOJeM Hanbosee aKTyalbHBIX H
KOMIUIEKCHBIX, (B T.4. MEXIUCHMIUIMHAPHBIX). 3aHATHS B (opMe JIEKIHUU-KOHCYJIbTalluH
IPOXOJAT AKTHUBHEE, €CM 00ydaeMbIMH 3a/aeTcs OOJbllle BOMPOCOB, KOTOPBHIE OXBATHIBAIOT
HIMPOKOE IMpeIMETHOE cojepxkaHue. Korja BOIpocoB Mano WM UX HET, TO 3TO OOBICHSETCS
TE€M, YTO: NMPAKTUYECKOE MPUMEHEHHE H3Yy4aeMOIro MaTepuaja HE BbI3bIBACT TPYyIHOCTEH (B
TaKOM ClIy4yae JJOCTaTOYHO TPAJUIIMOHHOM JIEKLIMH); TEMA HACTOJILKO HOBA, YTO 0Oy4yaeMble elle
HE NPEJCTaBISIIOT ce0e TeX TPYJHOCTEH, C KOTOPHIMH MOTYT CTOJIKHYThCS Ha IPAaKTHKE;
oOyyaeMble HEIOOLEHUBAIOT INTyOMHY M CIIO)KHOCTh paccMaTpUBAaeMOW MHpoOJIeMbl, U3JIMIIHE
JIOBEpsis CBOEMY IIPOLIIOMY OIIBITY.

IIpoecpammuposannas nekyus-koucyromayusa. ITa (GopMa 3aHATHH OTJIMYAETCS OT
OOBIYHOH TPYIIIOBOM KOHCYNbTALIMKM TEM, YTO MpPENoAaBaTelb caM COCTaBIseT U IpeJjaraeTt
BOINpPOCHl 00y4yaeMbIM. Ha moJIroToBIeHHbIE BOIIPOCH! MIPENoiaBaTellb CHavana MpOCUT OTBETUTh
o0ydaeMbIX, a 3aTeéM IPOBOAMUT aHAJINW3 U OOCYXJEHHE HENpPaBWIbHBIX OTBETOB. [ pymmoBas
KOHCYJIbTAalMsl MIPOBOJUTCS, KaK IPaBHJIO, MOCIE JIEKIMM WM LIMKJIA 3aHATUHN, MOCBALIEHHBIX
naHHou Teme. Takum oOpa3om, oTBeuasi Ha IOCTABJIEHHBIE BOIIPOCHI, CTYJEHTHl aKTYaIU3UPYIOT
NOJIy4dEeHHBIE 3HAHMsI, IIPUBJIEKAs CBON OMBIT U MOKA3bIBAIOT TEM CaMbIM ITOHMMaHHE MPOOIeMbl
U yMEHHE NpPaBUJIbHO NPUMEHATh TO WM HHOE TOJOKEHHE B KOHKPETHOM CHUTYalUH.
[TpeumyiiecTBO JEKIMU-KOHCYJIbTAlMM Tepea ApYTMMHU (OpMaMu IMPOBEACHUS JIEKIIMOHHOTO
3aHATHSL B TOM, YTO OHa IO3BOJISIET B OOJNbILEH CTENEHU MPUOIU3UTH COJEpIKaHUE 3aHATUS K
NPaKTUYECKUM HHTepecaM 00y4aeMbIX, B KaKOH-TO CTENEHU WHAMBUAYaTU3UPOBATH MPOIECC
oOydeHHs C y4yeTOM YpOBHS NMOHMMAaHHS W BOCIPUSATUS MaTepuana KaxJbIM 00y4aeMbIM.
[TucbmenHas mporpammupoBaHHas Jekius. OHa MO3BOJIIET OCBOOOJHUTH MpenojaBareieid oT
HEO0OXOIUMOCTH OOBSICHEHHUS 3JIEMEHTAPHBIX BOIIPOCOB U HAINPABIIIET BHUMAaHUE 00y4aeMbIX Ha
HOBEHUIIYIO MpobseMaTuKy. B mepBoii mojgoBrHE JTEKIIMOHHOTO 3aHATHS 00y4aeMble 3HAKOMSATCS
C TEOpPEeTHMYECKUM MaTepuajoM, BO BTOpPOHM TIOJOBHHE MPOYUTAHHOE KOMMEHTHUPYETCH,
JIOTIONHSIETCA MpenoaBaTesieM, MPOBOJATCS JUCKYCCUU IO HEKOTOpPBIM BompocaMm. B koHue
JeKUMu 0000IaeTcss caMoe CYLIECTBEHHOE, HaMeYaroTCsl HaIpaBJIEHUS CaMOCTOSATEIbHOU
paboThI 00yUaeMbIX.

Jlexyusi ¢ npumenenuem mexuuxu oopammuou ceasu. IIpu MpoBeAEHUU TaKOW JIEKLUU
UCTIOJIB3YIOTCS CIIEIAIbHO 000PYIOBaHHBIE KJIACCHI /TSl IPOrPAMMHPOBAHHOTO OOyUeHHUs, TIe
MMEETCS] BOBMOKHOCTh C TIOMOIIIbIO TEXHUUECKUX CPEJICTB MOJIy4yaTh CBEEHUS OT BCEW TPYIIIbI
o0yyaeMbIX Ha IMOCTaBJICHHBIH BoIpoc. Bompocsl 3amaioTcs B Hayale M KOHIE H3JI0XKEHUS
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KaXJI0Or0 JIOTHYECKOro paszzaena nekiuu. [lepBblii — mis Toro, 4roObl y3HaTh, HACKOJIBKO
oOyJaemble OCBEJOMJICHBI 00 wu3JIaraemoi mpoOieme. BTopoit - st KOHTpoOJiE KadecTBa
YCBOEHHUs Marepuana. B nanpHelem, B 3aBUCMMOCTH OT KOJMYECTBA IPABUIIbHBIX OTBETOB
IIpenoaaBareilb KOPPEKTUPYET HAMEUEHHBIN MTOPAJOK U3JI0KEHHUS MaTepraa.

Takum o00pa3oMm, paccMOTpeHHbIE (OPMBI JIGKIMOHHBIX 3aHATHI TO3BOJIAIOT B
3HAYUTENIBbHOM CTENEeHM aKTUBU3UPOBATh Y4EOHO-IIO3HABATENbHYIO JEATEIBHOCTh O0y4aeMbIX.
[Tpu 3TOM Ba’KHO MOMHHUTB, YTO BBIOOP M MPUMEHEHHE TOW WIIM MHOH (POPMBI JICKITUH 3aBHCUT OT
MHOTMX (DaKTOpOB: LeJed 3aHATUS, MOATOTOBIEHHOCTH AayJWTOPHM, HAJIWYMUS BPEMEHHU,
TEXHUUYECKOIO OCHAIlleHus 00pa3oBaTelbHOrO Ipouecca W T.I. Hapsany ¢ HaydHo#
KOMIIETEHTHOCTbIO, 3HAYMMbIM (aKkTOpoM SPGEKTUBHOCTH 3aHATUH SBISIETCS U ypPOBEHb
METOAMYECKON TMOATOTOBKHU IPETOAaBATEIs, €r0 JKEIaHUs M YMEHHUS OCBOUTH pazHOOOpa3HbIe
IIPUEMBI M CPEACTBA AKTUBU3UPYIOLIETO BIUSAHUS HA Ay JUTOPUIO.

Memoouxa noozomosxku u umenus aekyuu. llenn ¥ MOTHBBI MOATOTOBKM M UYTEHUS
nexkuuu lLlenu jekuuMu - 3TO MPEACTABIAEMBIE PE3YJbTaThl, T.€. TO, YETO XOYET JOCTUTHYTh
IpenojaBaTeyib: YeMy Hay4yuTh, J1aTh OOJbIIE HOBOIO MarepHala, YTO BOCIUTATh, MOCTaBUTh
psn npoOieM WIM HaMeTUTh OPUEHTHUPHI Ui CAaMOCTOSITEIBHOIO €ro M3y4eHUs 00ydaeMbIMH.
Omnpenenenue 1enel JEKUUM 3aBUCUT OT €€ BHUAA: OJHO JEJ0 YCTaHOBOYHAs JIEKUMS IS
3a0YHUKOB, COBCEM HHOE O030pHas JEKLMs JUIsl BBIIYCKHUKOB WJIM JIEKIMS IO OTAEIbHON
Hay4yHOMU mpoOiieme /Ui pernojaBaTeliei.

CBoeoOpa3HOif 1O CBOMM IeNIsIM SBISETCS BBOJHAs JIEKIMs: B Hel oOyuyaemble
3HAKOMATCS C MPOrpaMMOM, IOPSJAKOM HM3YYEHMs IPEIMETa, OCHOBHOM JINTEpaTypod U T.A.
JlekMM CHENKYpCOB OT TEKYIIMX JIEKIUH CHCTEeMaTH4YecKOro Kypca OTJIMYaloTcs Oolee
yrayOJIeHHBIM aHAJIU30M Pa3IMYHbIX HAayYHBIX IIKOJI, KOHLENUWH, HampaBieHU. OObIYHO Ha
JIEKIMHU 10 FOPUCIPYIEHIMH [IPEToAaBaTeb CTaBUT 4-5 1enelt (KoTopble (PUKCUPYIOTCS B IJIaHE
JeK1uu): oOpa3oBareabHas 1eslb — cOPMUPOBATh NPEACTABICHUS, IEPBUYHBIE 3HAHUS U T.[. IO
TeMe; BOCHMTATeNIbHAs 1eJb — (JOPMUPOBATh HAIPABIEHHOCTb, UHTEPEC W T.JI. pa3BHUBaIOLIAs
LHenb — pa3BUBaTh CBOMCTBO WM KAayeCTBO IICUXWMKH, CBA3aHHOE C TEMOM JIEKIUU;
IICUXOJIOTHYECKOM MOATOTOBKUM — (POpMUPOBATH ICHXOJOTHUYECKYIO TOTOBHOCTh K Oyaylei
npo(hecCHOHANBHOM JAEATETbHOCTH IOpPUCTAa K YMEJIOMY HCIIOJIB30BAHMIO MCUXOJIOTMYECKUX
3HAHWH Ha MPAKTHUKE U T.JI. CAMOPA3BUTHS U CAMOCOBEPILIEHCTBOBAHMUS.

VYscHEeHMe yKa3aHHBIX LN JIEKIMU 110 TOW WIA UMHOW TeMe MPENoJaBaTeIeM IOMOraT
€My ONpeAeTUTh IUIaH €€ HU3J0XKEeHHUs, OToOpaTh HYKHBIM Marepuan, yd4ecTb OCOOEHHOCTH
ayJIUTOPUH, LIEIEYCTPEMIIEHHO PAaCCMOTPETh OCHOBHBIE BOIPOCHI, HAIIPABUTH CAMOCTOSITENIbHYIO
paboty 00y4aeMbIX. MOTHBBI IOJTOTOBKU M YTEHHs JIEKIIUH MPENOaBaTeIeM - 3TO OOYAUTENH
€ro aKTUBHOCTH, IPUJIAIOLINE TOT UJIM MHON CMBICH €r0 JeSTEIbHOCTH.

TakumMu MOTHBaMM MOTYT OBITh: UYYyBCTBO OTBETCTBEHHOCTH 3a KAadecTBO JIEKIIUH,
MHTEpEC NpernoaaBarenss K IpeaMeTy, Mpoueccy OOBSCHEHUS M Iepenadye 3HaHWM, *KellaHue
IIOMOYb YYaIUMCSl OBJAJETh CIIOKHBIM MAaTe€pUaJIoM M T.A. Pa3nnyaroT MOTHUBBI IOCTOSHHO
JeicTByrone (4yBCTBO J10JITa, YYBCTBO OTBETCTBEHHOCTHM U Jp.) U CUTYaTHBHBIE (SICHOE
MOHMMAaHHMeE 3aj1a4 OYepPeTHOM JeKIMH, HEOOXOIUMOCTH TIIATENbHOM MOJATOTOBKH K HEH U Jp.)

[TpuHnmns oT6opa MaTepuala JeKIUH:

1) OCHOBHBIM MPUHIMIIOM OTOOpa Marepuaia A JEKIHUU SIBISETCS IeJernoaraHue,
Korja oTOMpaeMblii Marepuan OTBEYaeT MOCTaBJIEHHOW IpernojaBaTesieM Lelu JIEKIUH U
MO3BOJISIET JOCTHYB €€, T.€. 1iesiecoo0pazeH. OTOupaemMblit MaTepuai JOHKEH CIIYKUTh PEIIeHUI0
KOHKPETHBIX 3a/1a4, MMO3BOJISIONINX JOCTUYb OOIIEH 11eNN JTEKIHH.

2) Bropoil BaxHBII NPUHIMI O0TOOpPa HEOOXOAMMOIO COJEPXKaHMS AJS M3JIOKEHHUS B
JIEKIIMH - 3TO Y4eT YPOBHS MMOATOTOBKH CTYACHTOB. EClii CTy/IeHTHI BIIEpBBIEC N3YYalOT yUYEOHYIO
JUCLHUIUIMHY 10 IOPUCHPYJIEHIMHU (3TO, KaKk MpPaBWIIO, NMEPBOKYPCHUKU BY30B), TO HYXHO
MPeyCMOTPETh (pakTUUeCKHe NaHHble (’KU3HEHHbIE MPUMEPHI, 3HAKOMbIE CTYIEHTaM, KaKUe-TO
UGPBI, WITIOCTPUPYIOLINE KOIUYECTBEHHYIO CTOPOHY ICUXMUYECKUX SBICHUN U T.J.), KOTOpPHIE
MOMOT'YT JJOXO{YMBO OOBSICHUTD NICUXUUECKYIO NeATENIbHOCTh. KpoMe Toro, 00s13aTebHO HYKHO
3apaHee MpoyMaTh, KAKUE HayyHbIE MIOHATHS BBECTH B YU€OHBII 000POT U KaK UX Pa3bICHUTD.
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VYuuTeiBass 0cOOEHHOCTH y4eOHOTO Ipolecca B paMKax pa3iW4HbIX (OPM MOATOTOBKU
CHELMATMCTOB-IOPUCTOB (JIHEBHAsl, 3a04Has, YCKOPEHHas, BTOpOE BbICIIEE OOpa3oBaHME,
AKCTEpHAT) JIEKTOp NpEernojAaBareiab JODKEH MHCIIONb30BaTh B CBOEHM  I1€1arorMueckoi
JeSITEIbHOCTH M COOTBETCTBYIOILYIO JICKIMOHHYIO (hOpMy MOJAuu ciaymareisiM (CTyIeHTam)
MO3UTUBHOIO TEMAaTUYECKOTO0 MaTepHaa.

3) B kauecTBe TpeThero NpHHLUIA, KOTOPBIM PYKOBOJCTBYETCS JIEKTOp IIpH OTOOpE
MaTepuaia Jjs JEKLUUH, MO)KHO Ha3BaTh OPUEHTALIMIO Ha MOCIEAYIOLINE IIPAKTUUECKUE 3aHATHS
U CaMOCTOSITEIbHYI paboTy CTYAEHTOB ¢ JjuTepaTypoil. Ecnu, Hampumep, NCHUXHYECKHE
MIO3HABATEJIbHBIE MPOIECChl HAMEYEHO OTpaboTaTh Ha MPAKTHYECKUX 3aHATHAX B (opme
TECTOBBIX HCIBITAHUH, PELICHHUs ICUXOJOIMUYECKMX 3aJad B COYETAHUU C OOBACHEHUAMHU
IpenoiaBaTessi, TO HET HYXAbl MOAPOOHO H3/Iarath MX B JIEKIUH, @ MOXXHO OTPAHUYHUTHCS
o01iell XapakTepUCTUKOW KaXKI0TO U3 MPOLECCOB C TOUKU 3PEHUS UX (QYHKLUUHN B AEATEIBHOCTH
JUYHOCTH, a TaKKe II0Ka30M HX COLHAJIbHO-UCTOPUYECKOW IPUPOABI CO CCHUIKOW Ha
COOTBETCTBYIOLIME TPYy/bl yueHbIX. C10BOM, Oosiee oblee U NPUHIMIINAIBHOE HY)KHO 0TOOpaTh
JUIsL JIEKIUU, @ BCE YAaCTHOE U KOHKPETHOE, SBISIOLIEECS COCTABHBIMU 3JIEMEHTaMH ATOIrO
00111er0, MOKET ObITh OTHECEHO Ha CAMOCTOATENbHYIO paboTy M Ha MPAKTUUECKUE 3aHSTHUS.

4) YerBepThlil npuHIMI OTOOpa MaTepuana AJs JIEKIMH COCTOMT B y4€TE€ TOro, Kakou
JAUTEpaTypoil OYAyT MOJIb30BAaThCS CTYICHTHI NPH CaMOCTOSATENbHON paboTe, BepHEE, KaKUMHU
peaIbHBIMU BO3MOKHOCTSIMM OHHU PAacIoJiaratoT MpU CYLIECTBYIOLEM HBbIHE SIBHOM JAeduuure
HAy4YHOU IICHXOJIOTMYECKOM JIMTEpaTyphl, KOI/la JaXe XpPEeCTOMATUH U3LAIOTCS Ha BCIO CTPaHy
TUPa)XOM JHIb B 15-20 ThIC. 3K3EMIUISIPOB, HOBBIE MCCIEAOBAHUS B IICUXOJOTUU UMEIOT THPAX
MeHee | ThIC., a OpUTMHAJIBHBIE TEOPETUYECKHE TPYABI - B mpenenax 5-10 ThIC. 3K3eMILISAPOB.
JlanHOEe O0OCTOATENBCTBO BBIHYKIACT IPENOAaBaTelisi OTOMpATh IS W3JIOKEHHS B JICKIIHU
OosbllIE TOrO TEOPETUYECKOTr0 Marepuaina, KOTOPBIM CTYAEHThl HE HaiiayT B ydeOHHMKaX, a
NEPBOMCTOYHUKH OKAXKYyTCSl MaJOJOCTYHNHBIMU. Torma martepuan yueOHHUKOB MOXET B JIEKLIUU
HOJYYUTh JIMIIb KPATKOE KOMMEHTHUPOBAHHE, YTOOBI CTYJICHTHI UMENHU TOJbKO TEOPETUUYECKOE U
HKCIEPUMEHTAIbHOE 00OCHOBAHUE JIAKOHUYHO CPOPMYJIUPOBAHHBIX MOJOKEHUN ydeOHUKA WU
yuebHoro nocodusi. PykoBoiCTBysCh TaHHBIM MPUHIUIIOM 0TOOpa MarepHaia, MpernoaaBaTellb
M0 CYTH JIeJIa pacTpeessieT ero MeX1y JEKINEeH U caMOCTOSTEIbHOM paboToM CTy/IeHTOB, Oeps
Ha JIOJIIO JIEKLIMU Hanbosee CIOKHOE U TPYJHOAOCTYITHOE M OTChUIAsi CTYIEHTOB K JMTEpaType
00111eIOCTYITHOM.

TeMmbl neKkMii oNpeaensoTcss B COOTBETCTBUU € pabodel MporpaMMoil U TeMaTHYeCKUM
IUTAHOM 3aHSATHH, XOTS OHM MOT'YT HECKOJBKO H3MEHSTbCS MO XoAy Kypca. Cienyer Takxke
O3HAKOMUTBCSI C HOBBIMHM NYOJUKAIUSAMM, KaK MOHOTpaQHUUECKUMH, TaK U MEPUOTUYECKUMHU
U3JIAaHUSIMU, y4eOHMKaMHu, MaTepuajlaMud CyJeOHOM MpakTUKU. YTeHue JeKuud 1o
OTIpe/IeNIEHHONW TeMe JIOJKHO OIepexaTh MPaKTHUECKOe 3aHATHE, Ul TOro, 4YToObl MaTepuall,
NPEJIOKEHHBIH B XOJ€ JIEKIIUU, MOT OBITh MCIOJb30BaH IPU MOATOTOBKE K MPAKTUYECKOMY
3aHSTHIO.

CriocoObl MOATOTOBKM M YTEHMS JIEKIIMM OIPENENSIIOTCS Ha OCHOBE COOTHECEHHUS €€
1esieil ¢ KOHKPETHBIMU YCJIOBUAMHU M 33/1a4aMHU JIeSITEIbHOCTH IperoiaBaTens (KOMy YUTaeTcs
JIEK1Us, TIPEANOIaraéMoe coJep>kaHue U MPOrHO3UpyeMble pe3ysbTaThl U T.1.). B 3aBucumMoctu
OT ATOTO B OJJHOM Clly4yae MpernoAaBaTesib MOKET BBIOpATh CIIOCOO INIyOOKOro TEOPEeTUYECKOTro
aHaiM3a NpoOJieMbl, B JIPYyrOM — BEAYIIY0 pOJIb OTBECTH JEMOHCTpAallMM  SIPKUX,
3arnomMuHaronmxcs ¢paktoB. Ocoboe 3HaUeHUE Al aKTUBU3AIMHM MBICIUTEIbHON JeSITeIbHOCTH
o0ydaeMbIX MMeeT MpoOJIEeMHOE M3JI0KEHHE, KOTJa JIEKTOp He JeJIaeT FOTOBbIX, OJHO3HAYHBIX
BBIBOJIOB, @ KaK OBl paccykJaeT, ONIMOHUPYET, BHICKA3bIBACT HAYYHBIE MPEANONI0KEHUS U, TEM
caMbIM, IIOJIBOAMT CIIyIIaTeNel K CaMOCTOSITENbHOM (POPMYIHMPOBKE BHIBOJIOB.

[Tocemenue JEKIMOHHBIX 3aHATMH W aKTHUBHasg paboTa oOyuaromerocs Ha TaKHX
3aHATUAX TO3BOJISIET €My CQOpPMHUpPOBaTH 0a30Bble TEOPETHUECKHE MOHATHS MO AMCLMUILIMHE,
OBJIA/IETh OOIIEH JIOTMKOM MOCTPOEHMs AUCLUILIUHBI, YCBOUTHh 3aKOHOMEPHOCTU M TEHJCHLIUU
HayKH TpaxaaHckoro mpasa. Ilpu sToM oOyuaromemycsi peKOMEHAyeTcsl ObITh JTOCTATOYHO
BHHUMATEJIbHBIM Ha JIEKLIUH, CTPEMUTHCA K TIOHMMAHUIO MaTepuala KOHKPETHOW TEMBbI
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JUCLUIUIMHBI, @ TPU BO3HUKAIOIIMX TPYIHOCTSIX B OCBOEGHHMM MaTepuana U BOMpoOcax,
CBOEBPEMEHHO 00paliaThCsl K JIEKTOPY 3a [OSCHEHUSAMH, YTOUHEHUSMH WIM IpHU
JMCKYCCHOHHOCTH PacCMaTpUBAEMbIX BOIIPOCOB, MOIYUYEHHUS OT JEKTOPa COOCTBEHHON HAay4yHOU
TOYKH 3PEHUS KAK YYEHOTO.

JIEKUMOHHBI KypC MPEANOoNaraeT CUCTEMAaTU3UPOBAHHOE H3JI0)KEHHE OCHOBHBIX
BOIIPOCOB Pa3ZIeyIOB U TEM, OIIPECIICHHBIX B paboueil mporpamMme JUCLUIUINHBL.

JIeKIMOHHBIN KypC MpeAHa3HaYeH 1aTh HAauOOIbIINN 00beM HH(OPMAIIMK U 00ECIICYUTh
6osee rirybokoe NOHUMaHKUE Y4eOHBIX BOIPOCOB IPHU 3HAYUTEIBHO MEHBILEH 3aTpaTe BPEMEHH,
4yeM 3T0 TpeOyercsi O0JIBIIMHCTBY, 00yJarOIUIACS Ha CAMOCTOSTENIbHOE N3yUeHHE MaTepHaa.

Pabora Hajy marepuanamu JIEeKIMM BO BHEAYAMTOPHOE BpeMs Ipejmnojaraer Oojee
NIyOOKO€ pacCMOTPEHHME BOIPOCOB TEMBI C YYETOM TOIO, YTO Ha JIEKIIMOHHOM 3aHSITHH
HEBO3MOJKHO IOJIHO OCBETHTH BCE BOIIPOCHI TEMBI.

Jist TyO0KO0# popabOTKH KOHKPETHOM TEMbI 00YJaIOUIHIACs JOIDKEH:

a) BHUMATEJIbHO MPOYUTATH JIEKLHUIO (BO3MOXKHO HECKOJIBKO pa3);

0) paccMOTpETh BOIPOCHI TEMBI MM MPOOIEMBI 110 PEKOMEH0BaHHON IpenoaBaTeieM
umeroleiicss y4eOHoH, y4yeOHO-METOJUUECKOW JIUTepaType, O3HAKOMUTBCS C IMOAXOJIAMH I10
JAaHHOW TeMe, KOTOphIe CYLIECTBYIOT B COBPEMEHHOM HayuHOH JnuTeparype (IIpoaHaIu3upoBaTh
pPEKOMEH/I0BaHHbIE MOHOTrpaduH, CTaTbU B OJKypHaJaxX, TE3UChl HAyYHBIX JOKJIAJ0B U
BBICTYIUICHUH).

Kpome Toro, mpu riy6okoi npopaOOTKe TeMbl AUCLUUILUIMHBI OOYHYaIOUIMHCS MOXKET
[10JIb30BAThCS MaTepUaIaMH, KOTOPbIE IIPEACTABIISIFOT SKCIEPTHI, CIIELUATUCTHI B 00J1aCTH IpaBa
B UHpOpMaLMOHHOM cetn «lHTEepHET», HpU 3STOM CIEAYeT HCHOJIb30BaTh MaTepHallbl,
Npe/CTaBICHHbBIC HAa OQUIIMATEHBIX CalTax.

N3yuass TeMy B TEOPETHYECKOM aCIEKTe OOYYaroIIMICs, MOMKET I0JIb30BaThCs Kak
TUTEPaTypoit OUOIMOTEKH YHUBEPCUTETA, TaK M HUCIIOIB30BaTh JIEKTPOHHBIC OUOIMOTEKH B CETH
«VIHTepHET», C KOTOPHIMU Y 00pa30BaTEeIbHON OpraHU3aLUH 3aKJIF0UYEH JOrOBOP MM B KOTOPBIX
CTYAGHT  CaMOCTOSITeIbHO  3aperucrpupoBaics.  OOywaromemycss  OpU  H3yYCHHHU
JIOTIOJTHUTEIBHOM JITepaTypbl HEOOXOMMO MOHUMATh, YTO 3aKOHOJATENbCTBO M MOA3aKOHHBIE
HOPMAaTUBHBIE aKThl MOJBEP>KEHBl TMOCTOSIHHOMY H3MEHEHHUIO M JOIOJIHEHUIO, B CHIIy Yero
cilefyeT W3ydaThb MaTepuan y4yeOHUKOB, y4eOHBIX MOCOOMM M HMHOM y4yeOHOHl auTeparypsl
NapajuIeIbHO ¢ TEKCTOM HOPMATHUBHBIX aKTOB B X MOCIIEIHEN peaaKIiy.

Jlekuusa 1. IlonsaTme, weam, 3agauu U 3HadYeHue Kypca «MHpopmaunoHHO-
JOKYMEHTAllMOHHOE o0ecnieyeHre IOPUAHYECKOI 1esiTeTbHOCTID).

Bomnpocsr:

1. Tlomstme, mpenmer, 3amaun Kypca «HHPOPMAIMOHHO-TOKyMEHTAIMOHHOE
o0ecrieyeHne OPUINUECKON AEITEIbHOCTIY.

2. Cucrema u UCTOUYHUKH Kypca.

3. BsauMocBs3b ¢ JpyruMH OTpaciIsIMU POCCUIICKOTO TpaBa.

4. Pa3BuTHE MOHATHSA «IOKYMEHT.

5. IlpaBoBas ¢pyHKIMS JOKYMEHTA.

JlonoTHUTeIbHBIC HCTOYHUKH U JIMTEPATypPa AJs MOATOTOBKH:

1. beikoBa, T. A. JlokyMeHTalIMOHHOE 00€ecTIeueHrEe YIIPABICHUS (IeTOTPOU3BOICTBO) :
yuebHoe mocobue / T.A. beikoBa, T.B. Kysnernosa, JI.B. Cankuna; mox o6m. pexa. T.B.
Ky3nenoBoii. — 2-e¢ u3z., nepepad. u nom. — MockBa: UTHOPA-M, 2020.— 304 c. + Jlom.

MatepHaisl [DneKTpoHHbIl pecypc]. — (Bricmiee obpazoBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekct: anekTponnsi. - URL: https://znanium.com/catalog/product/1078152
2. TopoxoBa, C. C. IOpunnyeckas TexHHKa: Y4YeOHUK U MPAKTUKYM IS

akanemuueckoro O6akanaBpuara / C. C. 'opoxoBa. — Mocksa : M3natensctBo FOpaiit, 2019. —
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317 c. — (bakanaBp. Cnemmamuct. Maructp). — ISBN 978-5-534-00408-3. — Texkcr :
snekrponnsiii // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/432892

3. TIposzoBa, O. C. Jlemompou3BoACTBO: y4eOHOE MOCOOWE I aKaAEMHYECKOTO
OakanmaBpuata / O. C. I'pozoBa. — Mocksa: M3gartenbctBo [Opaiir, 2019. — 124 c. —
(Yuusepcutersl Poccun). — ISBN 978-5-534-06787-3. — Texkcr: anexkrponnsiii // 9BC HOpaiit
[caitr]. — URL.: https://urait.ru/bcode/438790

4. TposzoBa, O. C. Jlenmompou3BOACTBO: Y4eOHOE TMOCOOME IS aKaIEeMHUYECKOTrO
6akanaBpuata / O. C. I'pozoBa. — MockBa: MznarensctBo HOpaiit, 2019. — 124 c. Tekcr:
anextponHbii / DBC Fpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HMudopmanmoHHble TEXHOJIOTHH B JOKYMEHTAIIMOHHOM OOECIIEUCHUU YIpPaBIICHUS U
apxuBHOM Jene: yaeonuk mis By30B / H. H. Kynaes, T. B. Konapamosa, E. B. Tepentbesa, A.
I'. ®abpuunos / mox obur. pea. H. H. Kynsesa. - Mocksa: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct: anexkrponnsiid. - URL: https://znanium.com/catalog/product/1211641

6. Kabamos, C. 0. AHTUKOppYNILIMOHHAS 3KCIEPTU3a HOPMATUBHBIX MPABOBBIX aKTOB
U TPOCKTOB HOPMATHBHBIX TPABOBBIX AKTOB: OPraHM3alUs W BONPOCH JOKYMEHTHPOBAHHS :
yue6. nocobue / C.}FO. Kabamos, FO.C. Ka6amos. — Mocksa: UHOPA-M, 2019. — 240 c. —
(Beicuiee oOpa3oBanue: bakamaBpuar). — Www.dx.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekcr: anekrponnsiii. - URL: https://znanium.com/catalog/product/1026942

7. Kamranmna, T. B. FOpuanueckas texuuka: YueOnuk / Kamanuna T.B., - 2-e u3n.,
nepecmotp. - Mocksa: IOp.Hopma, HUI[ UHOPA-M, 2015. - 496 c. TekcT: 3lIEKTPOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. JloxymentoBenenue: yueOnuk / H. H. Kynses, . H. Ypanos, A. I'.
®abpuunoit; mox pen. mpod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBas ynuBepcuterckas 6ubnuoreka). - ISBN 978-5-98704-329-5. - TekcT: 31eKTpOHHBIN. -
URL: https://znanium.com/catalog/product/1211628

9. [Ilanacenko, lO. A. Jlenonpou3BOACTBO: JOKYMEHTAIIMOHHOE oOOecreueHue
ynpasneHus: YueoHnoe nocodbue / [Tanacenko H0.A., - 3-e uszn. - Mocka: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakanaBpuar). Texct: anekrtponnsdi. - URL:
https://new.znanium.com/catalog/product/542773

10. IlpaBoBble M  OpraHU3alMOHHBIE OCHOBBI ~ IPOTHUBOAEHUCTBHS  KOPPYILIMH:
MEXIYHApOJAHBIH W POCCUHUCKMI OMBIT: COOpPHUK MaTepuaioB MeXIyHapoJHOW Hay4dHO-
npaktuyeckoit koHdepenuuu / nox pen. E. B. bBypnunoit, JI. FO. ®omunoit. - Mocksa: PI'VII,
2020. - 340 c. - |ISBN 978-5-93916-835-9. - Tekcr: omekrponnsii. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CynebHoe nenonpousBocTBo: yuebHoe nocooue / B. B. UBupos. -
Mocksa: PI'VII, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snexTpoHHbId. - URL:
https://znanium.com/catalog/product/1195543

12. Yypunos, A. 0. FHOpuanyeckoe Aen0onpon3BOACTBO: ydeOHOE MOCOOHE I BY30B /
A. 1O. UypuioB. — 2-e u3z., ucnp. u gon. — Mocksa: M3narensctBo IOpaiit, 2020. — 202 c.
— (Briciiee obpazoBanme). — ISBN 978-5-534-13734-7. — Tekct: snextponHslii // DbC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/466645 (nara obpamenus: 11.11.2020).

Jlekuust 2. CTpyKTypa [I0KyMeHTa: (POpPMYJsAp COBPEMEHHOI0  JOKYMEHTA.
OCHOBHBIC KATETOPUH COBPEMEHHOI'0 JOKYMEHTO0000poTa.

Bonpocsr:

1. Vuudukanus u cranaapTHU3anus J10KyMEHTOB.

2. ®opMynsp COBPEMEHHOTO yIPaBIEHUYECKOTO JOKYMEHTA.

3. PexBmsursl, permamentupyemsie [OCT.

4. TpeGoBaHus K 0pOpPMIIEHHUIO PEKBU3UTOB.

5. Tlopsmok o00603HaueHUs HAMMEHOBAaHUS OpraHU3alMl - aBTOpa JIOKYMEHTa,

CIIpaBOYHBIC JaHHBIC 00 ABTOPC NOKYMCHTA, IOPAOOK O(I)OpMJ'ICHI/ISI IMO4YTOBOI'O azpeca.
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6. Ocobennoctu opopmieHHs peKkBU3UTa aapecata. [IpaBuna opopmieHHsT peKBU3HUTA
«ara JJOKyMEHTa.

7. TlpaBoBble OCHOBBI YJOCTOBEPEHHUS JAOKYMEHTa — MOJIKChH, TeYaTh, YTBEP)KICHUE,
COTJIacOBaHUE, BU3UPOBAHUE.

8. Ormerku Ha fokyMeHTe. TpeboBaHUE K COJEPKAHUIO U OPOPMIICHHIO PE3OITIOIIHH.

JlonoJiHuTeIbHbIEe HCTOYHMKH U JIUTEPATypa AJs NOATOTOBKH:

1. beikosa, T. A. JlIokyMeHTaIlMOHHOE OOecrieueHue yrpaBieHus (IeT0npOr3BOICTBO) :
yuebHOe mocobme / T.A. beikoBa, T.B. Kysuemnora, JI.B. Cankuna; mox o6m. pen. T.B.
KysnenoBoit. — 2-¢ u3n., nepepad. u mon. — MockBa: UTHOPA-M, 2020.— 304 c. + [om.
MatepHaisl [DnekTpoHHslid pecypc]. — (Bpicmiee oOpazoBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekcr: anexrponnsiii. - URL: https://znanium.com/catalog/product/1078152

2. Topoxoma, C. C. Opunuueckass TexHUKa: Y4YEOHUK W TPAKTUKYM JUIs
akanemuueckoro OakanaBpuara / C. C. 'opoxoBa. — Mocksa : M3natensctBo FOpaiit, 2019. —
317 ¢. — (bakamaBp. Crnemumamuct. Maructp). — ISBN 978-5-534-00408-3. — Tekcer :
anextponnsii // DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/432892

3. TIposzoBa, O. C. lemonmpou3BOACTBO: y4eOHOE MOCOOWE I aKaJACMHYECKOTO
OakamaBpuata / O. C. I'pozoBa. — MockBa: UspmarensctBo FOpaiir, 2019. — 124 c. —
(Yuusepcutetsl Poccun). — ISBN 978-5-534-06787-3. — Tekcrt: anexrponnsiii // 9BC HOpaiit
[caiir]. — URL.: https://urait.ru/bcode/438790

4. TposzoBa, O. C. Jlemonmpou3BOACTBO: Y4eOHOEC IMOCOOME IS aKaIeMHYECKOTO
OakamnaBpuata / O. C. I'po3oBa. — Mocksa: HUznatensctBo FOpaiit, 2019. — 124 c. Teker:
anextponHbiit / DBC Fpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HudopmanmoHHble TEXHOJIOTHH B JOKYMEHTAIIMOHHOM OOECIeUeHUU YIPaBICHUS U
apxuBHOM Jene: yaeOonuk mist By30B / H. H. Kynaes, T. B. Konapamosa, E. B. Tepentbesa, A.
I'. ®abpuunos / mox obur. pen. H. H. Kynsesa. - Mocksa: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct: anexkrponnsiid. - URL: https://znanium.com/catalog/product/1211641

6. KabGamos, C. FO. AHTUKOpPPYNIIMOHHAS HKCIEPTH3a HOPMATUBHBIX MPABOBBIX AKTOB
U TIPOEKTOB HOPMATHUBHBIX TPABOBBIX AKTOB: OPTaHM3AlMs W BOIMPOCH JOKYMEHTHPOBAHUS :
yueb. nocobue / C.}O. Kabamos, F0.C. Kabamo. — Mocksa: UHOPA-M, 2019. — 240 c. —
(Beiciee oOpasoBanue: bakamaBpuar). — Www.dx.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekct: anextponnsiid. - URL: https://znanium.com/catalog/product/1026942

7. Kamranmna, T. B. FOpuanueckas texuuka: YueOnuk / Kamanmna T.B., - 2-e u3j.,
nepecMoTp. - Mocksa: Op.Hopma, HULl UTH®PA-M, 2015. - 496 c. Tekct: 2neKTpOHHBINA. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. [loxymentoBenenue: yueOnuk / H. H. Kynses, /[. H. Ypanos, A. T.
®abpuunoit; mox pen. mpod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast ynuBepcurerckass 6ubmuoreka). - ISBN 978-5-98704-329-5. - Tekct: 31eKTpOHHBIH. -
URL: https://znanium.com/catalog/product/1211628

9. [Ilanacenko, }O. A. Jlenonpous3BOJACTBO: JOKYMEHTAIMOHHOE obecneueHue
yrpaieHus: YdueoHnoe nmocodbue / [Tanacenko HO.A., - 3-e uzn. - Mocka: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakanaBpuar). Texct: anekrponnsdi. - URL:
https://new.znanium.com/catalog/product/542773

10. IlpaBoBble M  OpraHU3AIMOHHBIE OCHOBBI ~ MPOTHUBOACHCTBHUS  KOPPYIIIHH:
MEXIYHApOJAHBIH W POCCUUCKMI OMNBIT: COOpPHUK MaTepuaioB MeXIyHapoJHOW Hay4dHO-
npakTudeckoit koHdepenuuu / nmox pen. E. B. bBypnunoit, JI. FO. ®omunoit. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: omekrponHsii. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CynebHoe nenonpousBoicTBo: yuebHoe nmocodue / B. B. UBupos. -
Mocksa: PT'YIL, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snexkrponHbii. - URL:
https://znanium.com/catalog/product/1195543
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12. Yypumnos, A. 0. FHOpuanyeckoe Aem0mMpoN3BOACTBO: ydeOHOE MOCOOUE IS BY30B /
A. 1O. YypunoB. — 2-e uzn., ucnp. u gon. — Mocksa: M3natensctBo Opaiit, 2020. — 202 c.
— (Beiciiee obpazoBanmue). — ISBN 978-5-534-13734-7. — Tekct: snextponHblii / DbC
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/466645 (nara obpamenus: 11.11.2020).

Jlekmusi 3. TocynapcTBeHHOe peryJiHpoBaHHe B 00JJaCTH COBPEMEHHOI0
JeJI0NPON3BO/ACTBA.

Bonpocsr:

1. HopmaruBHO-IpaBOBbIE aKThl, peryiupyoue chepy AeI0onporu3BOACTBA.

2. OcHoBHble 3akoHBI  Poccwmiickoit ~ ®enepanuu, pEryJIHPYyOIIAE  BOMPOCHI
MH(OPMaLIMOHHO-A0KYMEHTAIIHOHHOTO 00eCTIeueHUs IOPUINYECKON NeSTEIbHOCTH

3.  Meroauyeckue TOKYMEHTBI IO JEIIONPOU3BOICTBY NPEANPHUITHIA U OpraHU3aIHil.

JlonoJiHuTeIbHbIEe HCTOYHMKH U JIUTEPATYypa AJs NOATOTOBKH:

1. beikosa, T. A. JlIokyMeHTaIlMOHHOE OOecTieueHue yIpaBieHus (IeT0npON3BOICTBO) :
yuebHOe mocoOme / T.A. beikoBa, T.B. Kysuemnora, JI.B. Cankuna; mox o6m. pen. T.B.
Ky3nenoBoii. — 2-e u3zn., nepepad. u gon. — Mocksa: UHOPA-M, 2020.— 304 c. + [om.
Marepuaisl [DneKTpoHHsid pecypc]. — (Bpicmee oOpazoBanme: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekcr: anexkrponnsiii. - URL: https://znanium.com/catalog/product/1078152

2. Topoxoma, C. C. IOpunndeckass TexHWKa: Y4YeOHUK W TMPAKTUKYM JUIS
akagemuueckoro OakanaBpuara / C. C. I'opoxoBa. — Mocksa : U3znatensctBo Opaiit, 2019. —
317 ¢. — (bakamaBp. Crnemumamuct. Maructp). — ISBN 978-5-534-00408-3. — Tekcer
anextponnsiii // DBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/432892

3. TIposzoBa, O. C. Jlemonmpou3BOACTBO: y4eOHOE MOCOOWE I aKaJACMHYECKOTO
OakamaBpuata / O. C. I'pozoBa. — MockBa: UsparensctBo FOpaiit, 2019. — 124 c. —
(Yuusepcutetsl Poccun). — ISBN 978-5-534-06787-3. — Tekcrt: anexrponnsiii // ObC Opait
[caiiT]. — URL: https://urait.ru/bcode/438790

4. TI'poszoBa, O. C. Jlemompous3BOACTBO: Yy4yeOHOe TOcoOMe IS aKaJeMHYECKOTO
6axanaBpuata / O. C. I'po3oBa. — MockBa: NU3znarensctBo Opaiit, 2019. — 124 c. Tekcr:
anextpouHbii / DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HudopmanroHHbIe TEXHOJOTUH B JOKYMEHTAIIMOHHOM O0ECIIEYEeHUH YIpaBJICHUS U
apxuBHOM Jene: yueOHuk Juist By3oB / H. H. Kynaes, T. B. Kongpamosa, E. B. Tepentnena, A.
I'. ®abpuunos / mox obur. pen. H. H. Kynsesa. - Mocksa: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct: anexkrponnsiid. - URL: https://znanium.com/catalog/product/1211641

6. KabGamos, C. FO. AHTUKOpPYNIIMOHHAS HKCIEPTH3a HOPMATUBHBIX MPABOBBIX AKTOB
U TIPOEKTOB HOPMATHBHBIX TPABOBBIX AKTOB: OPTaHM3AlMs W BOMPOCH JOKYMEHTHPOBAHHS :
yueb. nocobue / C.}O. Kabamos, }0.C. KabamoB. — Mocksa: UHOPA-M, 2019. — 240 c. —
(Beicuiee oOpazoBanue: bakamaBpuar). — Www.dx.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekcr: anextponnsbIit. - URL: https://znanium.com/catalog/product/1026942

7. Kamranmna, T. B. FOpuanueckas texnuka: YueOnuk / Kamanwna T.B., - 2-e u3j.,
nepecMoTp. - Mocksa: Op.Hopma, HULl UTH®PA-M, 2015. - 496 c. Tekcr: neKTpOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. loxymentoBenenue: yueonuk / H. H. Kynses, /. H. Ypanos, A. T
dabpuunoit; mox pen. mpod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast ynuBepcuterckas 6ubmuoreka). - ISBN 978-5-98704-329-5. - TekcT: 21eKTpOHHBIN. -
URL: https://znanium.com/catalog/product/1211628

9. [Ilamacenko, }O. A. Jlenonpous3BOJICTBO: JOKYMEHTAllMOHHOE obOecreueHune
yrpasieHus: Ydueonoe nmocodbue / [Tanacenko HO.A., - 3-e uszn. - Mocka: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakanaBpuar). Texkcr: anekrponnsdi. -  URL:
https://new.znanium.com/catalog/product/542773

16



10. IIpaBoBble W  OpraHU3AMOHHBIE OCHOBHI  MPOTUBOACHCTBHS  KOPPYIIIIHH:
MEXIYHAPOJAHBIA M POCCHUCKUM OMBIT: COOPHUK MaTepHalioB MeEXIyHapOIHON Hay4IHO-
npaktudeckoit kondepenuuu / nmox pen. E. B. Bypnunoi, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: onmekrponnsid. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CynebHoe nenonpousBocTBo: yuyebHoe nocooue / B. B. UBupos. -
Mocksa: PT'YIL, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snextponHsiii. - URL:
https://znanium.com/catalog/product/1195543

12. Yypwunos, A. 10. HOpuanyeckoe Aem0OmMpON3BOACTBO: ydeOHOE MTOCOOUE IS BY30B /
A. 1O. YUypmiioB. — 2-e usn., ucnp. u gon. — Mocksa: M3narensctBo IOpaiit, 2020. — 202 c.
— (Briciiee obpazoBanme). — ISBN 978-5-534-13734-7. — Tekct: snextponHsiii // DbC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/466645 (nara obpamenus: 11.11.2020).

Jlekmusi 4. PaGora ¢ oOpaimieHusiMH TpakiaH, 3HavYeHHe, OCOOEHHOCTH.
Hcnosb3oBaHue COBpeMEHHBIX HH(POPMALMOHHBIX TEXHOJIOTHH B J1eATeIbHOCTH OPraHOB
rocy/IapcTBEHHOI0 YNIPaBJIeHUsSI U MECTHOI0 CaMOYyIpaBJIeHHA

Bomnpocsr:

1. IIpaBoBbie OCHOBBI pabOTHI ¢ OOpAILIEHUSIMU TpaKJIaH.

2. IlpuHuunsl, 3HaYyeHHE U OCOOEHHOCTH pPabOThl C OOPALICHUSMHU TpaxJaH.

3. IIpaBo rpaxknman Ha 10CTYI K HH(GOPMAIIHH.

4. 3naueHHMe M OCOOEHHOCTH HCIOJb30BAHHE COBPEMEHHBIX HH(POPMALMOHHBIX
TEXHOJIOT U B JICATEIbHOCTH OPraHoB TOCYAApCTBEHHOTO YIPABICHUS U MECTHOIO
caMOYyITIpaBJICHUSL.

JlomoJiHuTeIbHbIEe HCTOYHMKH H JIMTEPaTypa A5 NOATOTOBKH:

1. bBeikosa, T. A. JlIokyMeHTaITMOHHOE OOECTICUCHUE YITPaBICHUS (ICIOTPONU3BOICTBO) !
yuebHoe mocobue / T.A. beikoBa, T.B. Kysuenona, JI.B. Cankuna; mox oOmi. pen. T.B.
Ky3snenoBoii. — 2-e¢ u3z., nepepad. u pom. — MockBa: UTHO®PA-M, 2020.— 304 c. + Jom.
MatepHaisl [DneKTpoHHbIN pecypc]. — (Boicmiee oopazoBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekct: anekTponnsiid. - URL: https://znanium.com/catalog/product/1078152

2. Topoxoa, C. C. IOpunnyeckas TexHHKAa: Y4YeOHHK M NPAKTUKYM IS
akanemuueckoro 6akanaBpuara / C. C. 'opoxoBa. — Mocksa : U3natensctBo FOpaiit, 2019. —
317 c. — (bakanaBp. Cnemmamuct. Maructp). — ISBN 978-5-534-00408-3. — Texkcr :
anextpouHbii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/432892

3. TI'pozoBa, O. C. Jlenonpou3BoJACTBO: ydeOHOe Iocobue Juid aKaJeMHU4YecKOro
6akanaBpuata / O. C. I'pozoBa. — MockBa: UzgartensctBo MOpaiir, 2019. — 124 c. —
(Yuusepcutersl Poccun). — ISBN 978-5-534-06787-3. — Texkcr: anexkrponusiit // 9BC FOpaiit
[caitT]. — URL.: https://urait.ru/bcode/438790

4. Tpozosa, O. C. Jlenonpou3BojACTBO: y4yeOHOE TMocoOHue sl aKaIeMHUYEeCKOro
6akanmaBpuata / O. C. I'pozoBa. — Mocksa: UznarensctBo HOpaiit, 2019. — 124 c. Tekcr:
anektponHbit / DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HudopmanroHHbIE TEXHOJOTHH B JOKYMEHTAIIHOHHOM OOECIICYCHUH YIIPABICHUS H
apxuBHOM Jene: yueOHuk s By30B / H. H. Kynaes, T. B. Konapamosa, E. B. Tepentbsesa, A.
I'. ®abpuynos / mox obmy. pexn. H. H. Kynsesa. - Mocksa: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekcr: anexkrponnsit. - URL: https://znanium.com/catalog/product/1211641

6. Kabamos, C. FO. AHTHKOpPYIIIHOHHAS IKCTIEPTH3a HOPMATHBHBIX IPABOBBIX aKTOB
U MPOCKTOB HOPMATHBHBIX IPABOBBIX AKTOB: OpraHM3allds U BOMPOCH JOKYMEHTHUPOBAHHS :
yue6. nocobue / C.}O. Kabamos, FO.C. KabamoB. — Mocksa: UHOPA-M, 2019. — 240 c. —
(Boiciiee obpasoBanue: bakamaBpuat). — www.dx.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekct: anextponnsiid. - URL: https://znanium.com/catalog/product/1026942
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7. Kamanuna, T. B. FOpuauueckas texuuka: YueOuuk / Kamanuna T.B., - 2-e u3n.,
nepecMmotp. - Mocksa: Op.Hopma, HUI[ UHOPA-M, 2015. - 496 c. TekcT: 3lIEKTPOHHBIU. -
URL: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. loxymentoBeaenue: yueonuk / H. H. Kynses, JI. H. Ypanos, A. T'.
®abpuunoit; mox pen. npod. H. H. Kynaesa. - 2-e usn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBas ynuBepcuterckas 6ubmmoreka). - ISBN 978-5-98704-329-5. - Tekcrt: 37eKTpOHHBIN. -
URL: https://znanium.com/catalog/product/1211628

9. Ilanmacenko, 0. A. Jlemonpou3BOACTBO: JOKYMEHTAIIMOHHOE OOECICUCHHE
yrnpapneHus: Yueonoe nocobue / [Tanacenko HO.A., - 3-e uszn. - Mocka: PUOP, UHOPA-M,
2016. - 112 c. - (BO: bakanaBpuar). Tekcr: oanektponssii. -  URL:
https://new.znanium.com/catalog/product/542773

10. IIpaBoBble W  OpraHM3allMOHHBIE OCHOBBI  NPOTUBOACHCTBHUS  KOPPYILHUH:
MEXIYHAPOAHBI M POCCHUICKHI ONBIT: COOPHUK MaTepuanoB MeXayHapOIHOW Hay4yHO-
npaktuueckor kondepennuu / moxn pea. E. B. bypaunoii, JI. 0. ®omunoit. - Mocksa: PI'YII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: omekrponnsii. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CyznebHoe menonpon3BoacTBo: yueOHOe mocobue / B. B. UBupos. -
Mocksa: PI'VIL, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Texkct: snektponnsiii. - URL:
https://znanium.com/catalog/product/1195543

12. Yypunos, A. 0. FKOpuanyeckoe Aen0onpon3BOACTBO: ydeOHOE OCOOHE i BY30B /
A. 0. YUypmioB. — 2-e u3z., ucnp. u gon. — Mocksa: U3narensctBo Opaiit, 2020. — 202 c.
— (Boiciiee obpazoBanmue). — ISBN 978-5-534-13734-7. — Texct: snextponHsiii // DbC
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/466645 (nara o6pamenus: 11.11.2020).

Jleknus 5. OcodeHHOCTH HMH(GOPMAIMOHHO -TOKYMEHTAIMOHHOIO ol0ecrieyeHUsl B
YI0JIOBHOM Mpolecce 1 aAMUHUCTPATUBHOM MPOU3BOACTBE.

Bomnpocer:

1. OcobGennoctn HH(POPMAIMOHHO - TOKYMEHTAIIMOHHOTO O0ECIIEYEHHUsI B YTOJOBHOM
IIPOLIECCE;

2.  llonsTHe ¥ BHIBI JOKYMEHTOB HCIOJIB3YEMBIX B YTOJIOBHOM IIPOIIECCE.

3. TpeboBanuss K  JOKYMEHTaM, HCIOJb3yeMbIM B YrOJIOBHOM  IIpoOILIecce.
Oco0eHHOCTH COCTaBIEHUSI JIOKYMEHTOB.

4. OcoOeHHOCTH MHPOPMALIMOHHO - JIOKYMEHTALlMOHHOTO O0ecredyeHus B
aJIMIHUCTPATHBHOM TPOHM3BOJICTBE.

5. Tlonatue W BUABI TOKYMEHTOB HCIIOJIb3YEMbIX aIMUHUCTPATUBHOM IPOU3BO/ICTBE.

JlomoJiHuTeIbHbIEe HCTOYHMKH H JIUTEPaTypa AJs NOATOTOBKH:

1. beikoBa, T. A. JlokyMeHTalIMOHHOE 00€ecTieueHre YIIPaBICHUS (IeTOTPOU3BOICTBO) :
yuebHoe mocobue / T.A. beikoBa, T.B. Kysnernosa, JI.B. Cankuna; mox o6m. pexa. T.B.
Ky3nenoBoii. — 2-e¢ u3z., nepepad. u pon. — Mocka: UTHO®PA-M, 2020.— 304 c. + Jlom.
MatepHaisl [DneKTpoHHbIl pecypc]. — (Bricmiee obpazoBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekct: anekTponnsid. - URL: https://znanium.com/catalog/product/1078152

2. Topoxosa, C. C. IOpunnyeckas TexHMKA: Yy4eOHUK M TPAKTUKYM IS
akanemuueckoro O6akanaBpuara / C. C. 'opoxoBa. — Mocksa : M3natensctBo FOpaiit, 2019. —
317 c. — (bakanaBp. Cnemmamuct. Maructp). — ISBN 978-5-534-00408-3. — Tekcr :
snextpouHsiit / DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/432892

3. TI'pozoBa, O. C. Jlenonpou3BoJACTBO: ydeOHOe Iocobue JUId aKaJeMHYeCKOro
OakanmaBpuata / O. C. I'pozoBa. — MockBa: UzgatensctBo [Opaiir, 2019. — 124 c. —
(Yuusepcutersl Poccun). — ISBN 978-5-534-06787-3. — Texkcr: anexkrponusiit // 9BC FOpaiit
[caitr]. — URL.: https://urait.ru/bcode/438790
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4. TpozoBa, O. C. Jlenonpou3BoACTBO: y4yeOHOE TMocoOHMe sl aKaIeMUYECKOTro
6akanmaBpuata / O. C. I'pozoBa. — Mocksa: UznarensctBo HOpaiit, 2019. — 124 c. Tekcr:
anextponHbii // DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HMudopmanmoHHble TEXHOJIOTHH B JOKYMEHTAIIMOHHOM OOECIIe€UYeHUU YIPABICHUS U
apxuBHOM Jene: yaeonuk mis By30B / H. H. Kynaes, T. B. Konapamosa, E. B. Tepentbesa, A.
I'. ®abpuunon / mox obur. pea. H. H. Kynsesa. - Mocksa: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct: anexkrponnsiid. - URL: https://znanium.com/catalog/product/1211641

6. Kabamos, C. 0. AHTUKOppYNILIMOHHAS 3KCIEPTU3a HOPMATUBHBIX MPABOBBIX aKTOB
U TPOCKTOB HOPMATHBHBIX IPABOBBIX AKTOB: OPraHM3alUs W BONPOCH JOKYMEHTHUPOBAHHS :
yue0. mocobue / C.10. Kabamos, FO.C. Kabamos. — Mocka: UTHOPA-M, 2019. — 240 c. —
(Boiciiee obpasoBanue: bakamaBpuar). — www.dx.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekcr: anekrponnbiit. - URL: https://znanium.com/catalog/product/1026942

7. Kamanuna, T. B. FOpuanueckas texnuka: YueOnuk / Kamanwna T.B., - 2-e u3n.,
nepecmotp. - Mocksa: Op.Hopma, HUIL[ UHOPA-M, 2015. - 496 c. TekcT: 3IEKTPOHHBIU. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. loxymentoBenenue: yueOnuk / H. H. Kynses, /. H. Ypanos, A. T
®abpuunoit; mox pen. mpod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBas ynuBepcuterckas 6ubnuoreka). - ISBN 978-5-98704-329-5. - TekcT: 31eKTpOHHBIN. -
URL: https://znanium.com/catalog/product/1211628

9. [Ilanacenko, lO. A. [lenonpou3BOACTBO: JOKYMEHTAIIMOHHOE OOECreueHue
ynpasneHus: Yueonoe nocobue / [Tanacenko H0.A., - 3-e uzn. - Mocka: PUOP, UHOPA-M,
2016. - 112 c. - (BO: bakanaBpuar). Tekcr: oamekrponnbii. -  URL:
https://new.znanium.com/catalog/product/542773

10. IIpaBoBble ¥  OpraHM3alMOHHBIE OCHOBBI  MPOTHUBOJCHCTBHUS  KOPPYIIHH:
MEXIYHApOJAHBIH W POCCUHCKMI OMNBIT: COOPHUK MaTepuaioB MeXIyHapOoJHOW Hay4dHO-
npakTuieckoi koHpepenuuu / nox pen. E. B. bBypaunoii, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: omekrponnsii. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CynebHoe nenonpousBoicTBo: yuebHoe nocoobue / B. B. UBupos. -
Mocksa: PI'VII, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snexTpoHHbIf. - URL:
https://znanium.com/catalog/product/1195543

12. Yypunos, A. 0. FHOpuanyeckoe Aen0ompon3BOACTBO: ydeOHOE MOCOOHE I BY30B /
A. 1O. UypuioB. — 2-e u3z., ucnp. u gon. — Mocksa: M3narensctBo IOpaiit, 2020. — 202 c.
— (Bricmiee obpazoBanue). — ISBN 978-5-534-13734-7. — Texkct: snektpoHHbIid // DbC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/466645 (nara obpamenus: 11.11.2020).

Jlekuus 6. Oco0eHHOCTH HWH(POPMANMOHHO TOKYMEHTALIMOHHOTO ODecleyeHusl B
rpaskIaHCKOM mnpom3BoAcTBe. [Opuamyeckass OTBETCTBEHHOCTHh TIOCYAAaPCTBEHHBIX
CJAYKAIUMX W HMHBIX PadOTHUKOB, 3aHATBHIX B cdepe 1eJONPOU3BOJACTBA B OpraHax
rocy1apCTBEHHOI0 YIIPaBJIeHHUs U MECTHOT0 CAMOYIIPABJICHHS.

Bonpocsr:

1. OcobenHoctu WH(POPMAITMOHHO - JOKYMEHTAI[MOHHOTO OOecTeueHUst B
TPaXXTAHCKOM TIpOIIECCe.

2. TloHsATHEe W BHJIBI TOKYMEHTOB MCIIOIB3YEMBIX B TPaXJTaHCKOM TIpoIecce.

3. TpeboBanus K JOKyMEHTaM, HCIIOJB3YeMbIM B TPa)kIaHCKOM mporecce.
Oco0EHHOCTH COCTABIICHUSI JIOKYMEHTOB.

4. HOpuanueckas OTBETCTBEHHOCTh TOCYIaPCTBEHHBIX CIYKAIIMX U HHBIX paOOTHUKOB,
3aHATHIX B cepe JETONPOU3BOJCTBA B OpPraHax TOCYJapCTBEHHOTO YIPABJICHHUS W MECTHOTO
CaMOyIpaBIIECHUSI.

IlOHOJIHI/ITeHLHLIe NCTOYHUKHU U JUTEPATYpPaA AJI NOATOTOBKH:
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1. beikosa, T. A. JlIokyMeHTAIIMOHHOE OOECTICUeHUE YIIPaBICHUS (IEIOMPON3BOICTBO) !
yaeObnoe mocobue / T.A. beixoma, T.B. Kysuemnosa, JI.B. Cankuna; mox o6m. pen. T.B.
Ky3nenoBoii. — 2-e u3z., nepepad. u pom. — MockBa: UTHOPA-M, 2020.— 304 c. + Jom.
MaTtepuaibl [DIeKTpoHHbIN pecypc]. — (Bwicmiee o6pa3oBanue: bakamaBpuar). - ISBN 978-5-
16-004805-5. - Tekcr: anextponHsiit. - URL: https://znanium.com/catalog/product/1078152

2. Topoxosa, C. C. IOpunnueckass TexHHMKA: Y4YeOHUK M TPAKTUKYM IS
akagemudeckoro 6akanaBpuara / C. C. I'opoxoBa. — Mocksa : UznatensctBo FOpaiit, 2019. —
317 c. — (bakanaBp. Cnenmaysmct. Maructp). — ISBN 978-5-534-00408-3. — Tekcr :
anexktpouHbii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/432892

3. IpozoBa, O. C. Jlemonpou3BOACTBO: y4eOHOE TMOCOOHME I aKaAEeMHUYECKOTO
OakamaBpuata / O. C. I'pozoBa. — MockBa: UsnmarensctBo FOpaiir, 2019. — 124 c¢. —
(Yausepcutetsl Poccun). — ISBN 978-5-534-06787-3. — Tekct: anexrponnsiii // DbC FOpait
[caiiT]. — URL.: https://urait.ru/bcode/438790

4. TI'poszoBa, O. C. Jlemompou3BOACTBO: Yy4yeOHOe TmOocoOMe IS aKaJeMHYECKOTO
OakamaBpuata / O. C. I'po3oBa. — Mocksa: MznatensctBo FOpaiit, 2019. — 124 c¢. Tekcr:
anextpounbii / DBC KOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HudopmannoHHbIe TEXHOJOTHH B JOKYMEHTAIIHOHHOM OOECIICYEHUH YIPABICHUS H
apxuBHOM Jene: yueObnuk st By3oB / H. H. Kynaes, T. B. Kongpamosa, E. B. Tepentnena, A.
['. ®abpuunos / mox obur. pea. H. H. Kynsiea. - Mockga: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekcr: snmexkrponnsiii. - URL: https://znanium.com/catalog/product/1211641

6. KabGamos, C. FO. AHTHKOPPYNIIMOHHAS HKCTIEPTH3a HOPMATHBHBIX IPABOBBIX AKTOB
U MPOEKTOB HOPMATHBHBIX IMPABOBBIX aKTOB: OpraHU3alUsi U BOMPOCH JTIOKYMEHTUPOBAHHS :
yue6. mocobue / C.}O. Kabamos, FO.C. KabamoB. — Mocksa: UHOPA-M, 2019. — 240 c. —
(Beiciree oOpasoBanue: bakamaBpuar). — Www.dX.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekct: anextponnsiid. - URL: https://znanium.com/catalog/product/1026942

7. Kamanuna, T. B. FOpunuyeckas texnuka: YueOnuk / Kamanuna T.B., - 2-e¢ usn.,
nepecMoTp. - Mocksa: Op.Hopma, HUL[ UH®PA-M, 2015. - 496 c. Tekcrt: neKTpOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. lokxymentoBenenue: yueobnuk / H. H. Kynses, /I. H. Ypanos, A. T.
®abpuunoit; nmox pen. npod. H. H. Kynaesa. - 2-e usn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast yauBepcuretckas oubmoteka). - ISBN 978-5-98704-329-5. - Tekcr: >1MeKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/1211628

9. [TIlamacenko, lO. A. Jlemonpou3BOACTBO: JOKYMEHTAIIMOHHOE OOeCIeueHue
yrnpapneHus: YueOHnoe nocobue / [Tanacenko HO.A., - 3-e uzn. - Mocksa: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakamaBpuar). Texkcr:  anektponnsii. -  URL:
https://new.znanium.com/catalog/product/542773

10. TIpaBoBele W  OpraHMU3ANMOHHBIE OCHOBHI  MPOTHUBOICHCTBHUS  KOPPYIIIHH:
MEXIYHApOAHbI M POCCUICKMI ONBIT: COOpPHUK MaTepuanoB MeXayHapoJHOW Hay4yHO-
npakTuueckoi koHpepenuuu / nox pen. E. B. bBypaunoi, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: onektponnsii. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CynebHoe nemonpounsBojcTBo: yuyeOHoe nocobue / B. B. UBupos. -
Mocksa: PI'VII, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snextponnbii. - URL:
https://znanium.com/catalog/product/1195543

12. Yypmios, A. 0. IOpumndeckoe AeI0mpon3BOACTBO: ydeOHOE TOCOOHE s BY30B /
A. 1O. YUypunoB. — 2-e u3z., ucnp. u gon. — Mocksa: U3natensctBo Opaiit, 2020. — 202 c.
— (Bswicmiee obpazoBanme). — ISBN 978-5-534-13734-7. — Texkct: snextponnsiid // IBC
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/466645 (nara o6pamenus: 11.11.2020).
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2. METOAUYECKHUE PEKOMEHJIAIIMU K IPAKTUYECKHUM 3AHATUAM

[IpakTuyeckne 3aHATHS - BHUJA Y4EOHOTO 3aHATHs, HANPABICHHBIM Ha pa3BUTHE
CaMOCTOSITEJIbHOCTH yJallluxcs U NpuoOpeTeHne yMEHUI U HaBbIKOB. J[aHHBIE yueOHbIE 3aHATHUS
yrayOJIsIIOT, pacCIIUPSIOT, AETAIU3UPYIOT IIOJyUYEHHBIE Ha JIEKIIUM 3HAHMSL.

[IpakTHueckoe 3aHATHE MPEAIIONATacT BBIIOJHEHHUE IO 3aJlaHUIO0 U II0J PYKOBOACTBOM
npernojiaBaTeyei OAHON MM HECKOJIBKUX MPAKTUYECKUX padoT. OCOOCHHOCTHIO MPAKTHYECKUX
3aHATUH sBiseTcs Oosbloe pa3HooOpasue GOpM HUX MPOBENEHMSA, UX 3aBUCUMOCTb OT
coJepKaHusl yueOHOM TUCIMIUIMHBL. BO MHOTHX cilydasx panuoHaIbHOH (OpMON IMpOBEIEHUS
NPAaKTUYECKUX 3aHATHH SABISETCd COYETaHME KOJUIEKTUBHOW W WHAMBUIYAIbHOM DPabOTHI
CTYJCHTOB:

- IIpY KOJUIEKTUBHOM (popMe paboThl mpenoaasaresb (GopMyaupyeT BOIpoc-3aiady AJs
BCEH IpyNIbl, OPraHU3yeT COPEBHOBAHUE B IOMCKE IMPaBMWJIBHOIO U ONTHUMAJIBHOIO PELICHUS
3ajjaud, CTapaeTcs 3auHTEpPecOoBaTh YYALIUXCH IIOCTAHOBKOW BBOJHBIX COOOpa)KeHHH,
HABOJSAILIUX BOIPOCOB M AKTUBU3UPOBAaTh MX TBOPYECKOE MBILIUIEHUE U CAMOCTOSTEIbHYIO
paboty;

- TpU WHAUBHIYyaJIbHOH pabore peamusyercs TudGEpeHIIMPOBAHHBIA TMOAXOI K
00y4yeHHIO U 00eCTIeYrBAETCs MOJIHAsL CAMOCTOSTENILHOCTh PaOOTHI CTYIEHTOB.

[Ipn nmoAroToBKe K CEMUHAPCKOMY WJIM IPAKTUUYECKOMY 3aHITHIO O0y4YarolIHecs: UMEIOT
BO3MO>KHOCTb BOCIIOJIB30BAaTbCA KOHCYJIbTallMAMHU Ipenojasarens. Kpome yKa3aHHBIX TeM
oOyyaromuecsi BIpaBe, II0 COIJIACOBAaHUIO C TMperojaBaTeNeM, H30UpaTb W JIpyrue
UHTepecyroluye ux Tembl. KauecTBo yueOHON paboThl 00yyaronmxcs npenojaBaTesb OLlEHUBAET
B KOHIIE CEMHHapa, BBICTABISAA B pabO4Midi KypHall TeKymme oreHkr. OOyJaromuiicss uMeer
IIPaBO O3HAKOMUTBCS C HUMH.

JUisi  yCHemrHOTO OCBOGHHSI MaTrepuana OO0y4aroIuMCs pPEKOMEHAyeTCs CHadala
O3HAKOMUTBCSI C Y4eOHBIM MaTepUanoM, W3JIOKEHHBIM B JIEKIMAX U OCHOBHOHM JIUTEpaType,
3aT€M BBINOJIHUTH CAaMOCTOSITENIbHBIE 3aJaHus, IpPH HEOOXOIMMOCTH oOpamasch K
JIOTIOJTHUTEIIbHON JIUTEPATYPE.

[Ipy moAaroToBke K CEMMHAPCKOMY U TMPAKTUYECKOMY 3aHATHUIO MOYKHO BBIJCJIUTH 2
JTamna:

- OpPraHM3allMOHHBIN: 3aKperieHne W yriayOJeHue TeopeTuyeckux 3HaHuil. Ha mepBom
aTarne 00yJarouuiics MIaHUPYeT CBOIO CaMOCTOSITEIbHYIO paboTy, KOTOpasi BKIIOYALT:

- YSICHEHHE 33/1aHHs Ha CaMOCTOSITENIbHYIO padoTy;

- I0J1I00P PEKOMEHI0BAaHHOH JIUTEPaTyphl;

- COCTaBJ€HME IUIaHa paboThl, B KOTOPOM OINpPEAENSAIOTCS OCHOBHBIE ITYHKTBI
IIPEJCTOSAIIEN TTOATOTOBKH.

CocraBnenue 1iaHa AMCUUITIMHUPYET U TOBBIIIAET OPraHU30BaHHOCTh B padoTe.

Bropoii sTam BKJIIOYAaeT HENOCPEICTBEHHYIO IMOJTOTOBKY OOYYaromIerocs K 3aHsTHIO.
Haunnats Hamo ¢ m3yueHuss peKOMEHIOBaHHOW juTepaTypbl. HeoOXxonuMo MOMHUTH, YTO Ha
JEeKIMM OOBIYHO paccMaTpUBaeTCs HE BeCh MaTepuall, a TOJIKO ero Haumbosee BakHas WU
CJIOHasl 4acTb, TpeOyrolas nosicHeHui npenojasarens. OcranbHasi €ro 4acTh BOCIOJHSETCS B
npoliecce CaMOCTOATENbHOM paboThl. B ¢Bs3M ¢ 3TUM paboTa ¢ peKOMEHI0BaHHOM JINTepaTypoit
oOs3arenbHa. Oco0oe BHMMaHUE MPU 3TOM HEOOX0IUMO OOpaTUTh Ha COJIep)KaHHE OCHOBHBIX
MOJIOKEHUH U BBIBOJIOB, OOBSICHEHHUE SIBICHUH U (DaKTOB, yICHEHHE MPAKTUYECKOTO MPUITOKEHUS
paccMaTpUBaeMbIX TEOPETHUECKUX BOMPOCOB. B mporiecce 3Toit paboThl 00yUYarOmUiACs JOJKEH
CTPEMHUTBHCS MOHATH M 3allOMHUTH OCHOBHBIE IIOJIOKEHUS PAcCMaTpUBAaEMOIO Marepuala,
INpUMEpHl, TMOSCHSIOUIME €ro, pa3odpaTbCsi B WJUIIOCTPATUBHOM MarTepuale, 3ajadax.
3akaH4YMBaTh IOATOTOBKY CJENYeT COCTAaBICHHEM IlaHa (NMEepe4yHs OCHOBHBIX IYHKTOB) IO
u3ydaeMomMy Mmarepuany (Bompocy). Takoil MjaH MO3BOJISIET COCTaBUTh KOHLEHTPUPOBAHHOE,
CKaTo€e MPEACTABIECHUE TI0 U3Y4aEMbIM BOIIPOCAM U CTPYKTYpPUPOBATh N3YUYEHHBII MaTepHall.

[lenecooOpa3Ho rOTOBUTHCS K CEMUHAPCKUM U MTPAKTUUYECKUM 3aHATHIM HE MEHEE UeM 3a
3-4 nHA OO0 WX Hayala, a MMEHHO: Ha OCHOBE H3YYEHHUS PEKOMEHIOBAHHOW JHUTEpaTypbl
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BBHIMICATh B KOHTEKCT OCHOBHBIC KATETOPHUH U MOHATHUS M0 Y4eOHOW AUCIUILINHE, TTOJTOTOBUTH
pa3BepHYThIE TUIaHbI OTBETOB U KPAaTKOE COJEpKaHHE BBIMOIHEHHBIX 3agaHuil. OOydaromuiics
JIOJI’KEH OBITh TOTOB K KOHTPOJIBHBIM OIPOCaM Ha KaKJIOM YI€OHOM 3aHSITHH.

Ilpasuna nodeomoexu ycmuozo omseema (00K1aoa)

Jlnst cocTaBieHHs OTBETAa Ha YCTHBIM BONPOC, TPEACTABICHHBIA B KaXKIOW H3 TEM
CEeMHMHAPCKOTO (MPaKTHYECKOTO) 3aHATHS, CTYICHTY CJIEIyeT:

- TIPOYUTATh BECh TEKCT, COCTABHUTH ILIEJIOCTHOE MPEACTaBICHUE 00 M3JI0KEHHBIX B HEM
COOBITHSIX, SIBJICHUSIX;

- o0paTHTh BHUMaHHE Ha BBIJCICHHBIE B TEKCTE HOBBIC MOHITUSA, (OPMYITHPOBKH
3aKOHOB, 0000IIEHN S, BBIBO/IBI, OCHOBHBIC (DaKTHI;

- COCTaBHUTh Pa3BEPHYTHIA IJIaH YCTHOTO OTBETA, YTO IOMOXKET OCMBICIUTH HAYYHYIO
UH(OPMALIHUIO;

- IPOBEPUTH, KaK YCBOCH HOBBII MaTepHall, IepecKa3arh €ro, MoJb3ysAch IJIAHOM, 3aTeM
0e3 Hero.

OdopmiieHre OTBETa Ha YCTHBIM BOINPOC (IIOKJIAT) - 3TO pealibHas pedyeBas BHELIHSS
CTPYKTypa, B HEW OTpakaeTcsi COOTHOUICHWE 4YacTeil BBICTYIUICHHS 10 WX LEJH,
CTHJIUCTUYECKHM OCOOEHHOCTSIM, 1O O0BEMY, COYCTAHUIO PAIMOHAIBHBIX M AMOIMOHAIBHBIX
MOMEHTOB, KakK TMpaBWJIO, JJIEMEHTaMH KOMIIO3HMIMHU JOKJIana SBJSIIOTCS: BCTYIUICHHE,
OIpeIeIICHUE MPEIMETa BBICTYILICHHS, U3JI0KCHHUE, 3aKIIIOUCHHE.

Berymienne momoraer o0ecredMTh  yCleX BBICTYIUIGHHSI IO 00O TeMaTwHKe.
BeryrieHne  OMDKHO — colepikaTh:  Ha3BaHHME JIOKJIana; COOOIICHHWE OCHOBHOW — WJCH;
COBPEMEHHYIO OIICHKY TIpeIMeTa W3JI0KECHUS; KpaTKoe TMEPEeUYHCICHHE pacCMaTpUBACMBIX
BOIPOCOB; HHTEPECHYIO VIS CIIyIIaTeneil popMy H3JI0KEHUS; aKIICHTUPOBAHHE OPUTUHAILHOCTH
10IX0/1a.

BrIcTymieHHE COCTOUT M3 CISIYIOIIUX YacTeit:

OcHOBHasi 4acTb, B KOTOPOH BBICTYIAIOIIUI JTOJDKEH PACKPBITH CYTh TEMBI, OOBIYHO
CTPOUTCS O MPUHIMIY OTUETA. 3aja4a OCHOBHOM YacCTH: MPEICTaBUTh JOCTATOYHO JAHHBIX AJIS
TOTO, 9TOOBI CITyIIATENIN 3aNHTEPECOBATUCH TEMOW U 3aXOTEIH 03HAKOMHUTHCS C MaTepHaIaMH.

3aKIII0YeHHE - 3TO YeTKOoe 0000IIeHNe U KpaTKUE BBIBOJIBI IO U3JIaraeMoi TeMe.

Kputepun oneHKHM KOHCIEKTa: COJNEPKATEIbHOCTh KOHCIIEKTa, COOTBETCTBHE IUIAHY;
OTpaKEHHE OCHOBHBIX TMOJOXEHHUH, pe3yabTaToB paldOTHl aBTOpa, BBHIBOJOB; SICHOCTH,
JTAKOHUYHOCTD U3JI0KEHHUS MBICIIEH CTYIEHTa; TPaMOTHOCTh M3JI0KEHUSI.

B coBpeMeHHBIX yCIOBUSX OOJBIION MOMOIIBIO B TOUCKE HHGOPMAIIUU ISl TOJTOTOBKH
YCTHOTO OTBETa (IOKJIa/Ia) SBISIFOTCS CIPaBOYHBIE MpaBoBble cucTeMbl «KoucympranT Ilmocy,
«Tl"apanty, «Komekcy u apyrue, 6oiee TOro, UCIOIb30BaHNE CIIPABOYHBIX MTPABOBBIX CHUCTEM YyiKe
CTaJI0 CTaHJapTOM IpodeccuoHanbHON paboThl ¢ npaBoBoil nHopmanuen. [lomomrs B padote
CO CIIPaBOYHBIMU MPABOBBIMU CHUCTeMaMH (TIpelCTaBieHHEe 00 UX BO3MOXHOCTAX M POIU B
pacrpocTpaHeHHH TPaBOBOM WHGOpPMAIMU, O TIOHATHH M CTPYKTYpE IMOCIEAHEH W T.II.) MOTYT
OKa3aTh CHeIHalbHbIC YUeOHbIC U3JaHUSI.

Heo06xomuMo mMeTh B BHIY, YTO JaHHBIE CIPABOYHBIC MPABOBBIE CHUCTEMBI COCPIKAT
OonbiIoil 00beM, HE TOIHKO HOPMATHBHBIX TPABOBBIX AKTOB U CYA€OHOW MPAKTUKH, HO U
MaTepHaJioB HAyYHOTO M YYEOHOTO XapakTepa, BKIOYAIOT y4eOHUKH W y4deOHBIE MOCOOHS,
Hay4YHbIC U HAYYHO-TIPAKTUYECKUE CTaThU, KOMMEHTApUH U T.1. Bce ATO CyIecTBEHHO MOMOTaeT
CTYZICHTaM TIpH TMOJITOTOBKE MaTephalia JJIsl COCTABICHHS YCTHBIX OTBETOB Ha IMOCTABJICHHBIC
Iperno/iaBaTeseM BOIPOCHI.

IIpasuna pewenus cumyayuoHHbIx 3a0ay

Pemenne cutyallMOHHBIX 3aj1a4 - 3TO padoTa CTyJ€HTa MO CUCTeMaTU3ali HHpOpMaluu
B pPaMKax IOCTAHOBKHM WJIM pEIIeHUs] KOHKPETHhIX mpobieM. Takoi Bua paboThl HampaBjeH Ha
pa3BUTHE MBIIUIEHUS, TBOPUECKUX YMEHUH, YCBOGHHME 3HAaHUM, NOOBITHIX B XOJ€ aKTHBHOI'O
IIOMCKAa M CAaMOCTOSITENIHOrO pemieHust npobnem. Takue 3HaHMS Oosiee MPOYHbBIE, OHU
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MO3BOJISIIOT CTYJAEHTY BUIETh, CTABUTHh M pa3pelllaTh KaK CTaHAApTHbHIC, TaK U HE CTaHIapTHbHIC
3aJ1au, KOTOPbIE MOTYT BO3HUKHYTh B JallbHEHIIIEM B TPO(PECCHOHAILHON ACATEIHBHOCTH.

HemnpeMeHnHbIM ycliOBHEM TMpPaBUIBHOTO PEIICHHUS 3a7ad SBJISETCS YMEHHUE YETKO
chopmynupoBaTh K OCHOBHOMY BOIIPOCY JIONIOJTHHTEIIbHBIC BOIPOCHI, OXBATHIBAIOIINE
coaepxanue 3aaaud. [IpaBUIbHBIA OTBET HA JIOMOJHHUTENIbHBIE BOIPOCHI MO3BOJIUT ClIETaTh
BEPHBI OKOHYATEJIbHBIN BBIBOJ.

Pemenwie 3a1a4 TOJDKHO OBITH MOJIHBIM U Pa3BEPHYTHIM U COCTOSITh M3 TPEX TAIOB:

1. Anamu3 curyanuu. Ha nmaHHOM »JTame HEOOXOIUMO, TMPEXAEC BCEro, YSCHUTH
CoJIepKaHue 3a7]auu, CYITHOCTh BO3HUKIIIETO CIIOpa M BCe 00CTOSITENLCTBRA AeTa.

2. Omnenka curyanud (JIOBOJOB CTOPOH) C TOYKHM 3pEHUS JICHCTBYIOIIETO
3aKOHO/AATeNnbCcTBa. JlJIs 3TOr0 CTYAEHT [OJDKEH ONPENeIUTh IOPUAMYECKOE 3HaueHUe
(haKkTHYeCKuX OOCTOSTENBCTB, YIMOMSHYTHIX B 3ajade, ¥ KBAIM(PHUIMPOBATh YKAa3aHHOE B
YCJIOBHH 33J]a4H MPABOOTHOILICHUE.

3. ®opMyauMpOBKa BBIBOJAOB, B TOM 4YHCI€ 00 OOOCHOBAaHHOCTH TPEOOBAHUN WM
BO3PKCHUU CTOPOH CIIOpa, a €CJIM JeJI0 YXe PEIICHO CyJOM — TO U 00 OOOCHOBAaHHOCTH
U3JI0’KEHHOTO B Ka3yce pelleHusl.

IOpunnueckas kBanudukanys (akToB ¥ OTHOIICHHUH TOJKHA OCHOBBIBATHCS HA HOpMax
npaBa. PaccykneHuss W BBIBOJBI JOJKHBI OBITh OOOCHOBaHBI CCBHUIKAMH HAa KOHKPETHBIC
npaBoBbie HOPMBI. [Ipu 3TOM yKa3bIBatoTCs ab3allbl, YaCTH, MYHKThI, CTAThb HOPMATHUBHOTO aKTa.
TekcT 3TUX HOPM HEOOXOAMMO B COOTBETCTBYIOIIECH YacTW MpouuTUpoBaTh. OHAKO pelIeHue
HE JIOJDKHO COCTOSITh JIMIIb W3 JOCJIOBHOTO W3JIOKEHUS WM Iepecka3a TeKCTa CcTaTei
HOPMATHBHBIX aKTOB.

[IpenomaBaTtens  BIpaBe 3aaBaTh  OTBEUAIOIIEMY  JIOMOJHUTEIBHBIE  BOIPOCHI,
BBITEKAIONINE M3 YCIOBHUS 3aaud, JTUOO OTHOCSIIMECS K paccMaTpuBaeMoW ydeOHOW Teme.
[IpopaboTka KOHTPOJBHBIX BOMPOCOB, KaK M CaMO pelIeHUE 3a7add, OCYIIECTBISETCS
CTYJEHTaMH CaMOCTOSITEIHHO, B TIPOIECCE MTOATOTOBKH HA MPAKTUYECKOM 3aHSATHH.

3aHATHSA MPOBOISATCS C UCTIOIB30BAaHUEM aKTHUBHBIX M MHTEPAKTUBHBIX 00pa30BaTEIIbHBIX
TEXHOJIOTHIL: pellIeHne 3a/1a4y B MaJIbIX Tpynnax, JUCKYCCUU U TBOPUECKUX 3aJaHUM.

CryneHTsl 17151 pabOThI HA MPAKTUYECKHUX 3aHATHUSAX JOJKEH UMETh TE€Tpajb, B KOTOPOU
BBITTOJTHSIOTCSI MMChbMEHHBIE 3aaHus.

IIpasuna cocmasnenus 2paxcoancKo-npasosozo 002080pa

B ycnoBMSX pBIHOYHBIX OTHOLIEHHWH JOTOBOP - OCHOBHOM IOPHIWYECKHMM AaKT, W3
KOTOPOT'0 BO3HUKAIOT 0053aTe/IbCTBEHHbIE MPAaBOOTHOIIEHUS. OH SBIISIETCS TJIaBHBIM CPEJCTBOM
perylIupoBaHMsl TOBAapHO-IEHEXKHBIX CBSI3€H, OMPEAENAIONIUM COJAEepKaHUe MPaBOOTHOILICHUM,
npaBa ¥ 003aHHOCTU €r0 YYaCTHHUKOB.

JUi1s BBIITOJIHEHMS 3aJaHMsI [T0 COCTABJIEHUIO IPakITaHCKO-IIPABOBOTO JJOrOBOPA, CTYIEHTY
HEOO0X0/MMO 3HaTh Kakue IeId HEeoOXOJUMO JOCTHYb NIpPU €ro peajm3alil U YTOYHUTh
HauboJsee BaKHbIE MOMEHTBI, CBSI3aHHBIE € €r0 0(hopMIIEHUEM, TOAMCAHUEM U UCTIOTTHEHHUEM.

Heo6xonuMo mpeaycMOTpeTh TIJIaBHBIE BOIPOCHI MpEACTOsIIEH padoThl, a 3aTeM,
nepexonsd OT OOHIero K 4YacTHOMY, COCTaBUTh MPUMEPHYIO IOATAHYI0 CXeMy paboThl H
pOAyMaTh, YTO M KaK JIOJDKHO OBITh CIENAaHO HA KaXKIOM JTarle, Kakue I 9TOro noTpedyrorces
KOHKPETHBIE JCHCTBUA.

[Tpuctynas x pabore mo (HOpMyIMpPOBAHHIO YCIOBUH JIOTOBOPA, HEJb3s JOMYCKaTh
JIBYCMBICIIEHHOCTH, HEYeTKOCTH (pa3. B noroBope mmeer 3HadeHue kaxjaoe cioBo. Eciu He
NOHATHO, YTO O3HA4YaeT TOT WM WHOW TEPMHMH, KAKOW CMBICI HECET TO WM HHOE
CJIOBOCOUYETaHME, (paza M T.A., HAAO BBICHUTH 3TO, 00Opamasch K COOTBETCTBYHOILEH
JUTEPAType U HOPMATUBHBIM aKTaM.

I[Ipu  dopmynupoBanun ycinoBuid 00 OOCTOSTENBCTBAX, OCBOOOXAAIOIIUX  OT
OTBETCTBEHHOCTH (TaK Ha3bIBaeMbIX «DOpPC-MAKOPHBIX OrOBOPOK»), CTYAEHTY CJeIyeT
YUUTHIBaTh MOCIEICTBUS TOM WIN HHOW (OPMYITUPOBKH, YTO MOKET MPUBECTH K CHUKEHUIO WU
MOBBILIEHUIO UMYIIECTBEHHON OTBETCTBEHHOCTH CTOPOHBI I0I0OBOPA.
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IIpyn BKJIIOYEHMM B JOrOBOpP OrOBOPKH, IIPEINYCMaTPUBAIOLIECH KOHKPETHBIM IIEPEYCHb
00CTOSITENLCTB, HACTYIUJICHHE KOTOPBIX OCBOOOXKIAE€T OT OTBETCTBEHHOCTH IpPHU HApYyIIEHUU
00s13aTeNIbCTBA, apOUTPAXKHBIE CYABI, KaK MPaBHJIO, MPUHUMAIOT PEIICHUS O B3BICKAHUHM CO
CTOPOHBI YOBITKOB, SIBUBLLIUXCS CIEACTBUEM 00CTOSTENILCTB, HAXOAUBIIUXCS BHE KOHTPOJIS, €CITU
OHM HE IIPEYCMOTPEHBI IEPEYHEM, COJEPKABLIMMCS B I0TOBODE.

JIro6oi 1OrOBOp YCIOBHO MOXHO pa3leiuTh Ha 4YeTbIpe dYacTu: mpeaMmOyny (wiu
BBOJHYIO 4acCTh), IPEIMET JOTOBOPA, JONOJHUTEIBHBIE YCIOBHS JOrOBOpa U MPOYHUE YCIOBUS
JIOTOBOpA.

1. HaumeHoBaHue na0roBopa (ZIOroBOp KyIUIM - IPOJAXH, IIOCTaBKH, KOMHCCHH,
TPAHCIIOPTHBIX YCIYT, apEHIbl, COBMECTHOM JIEATEIBHOCTH U IIP.).

TouyHoe Ha3BaHME [OroBOpa JAET IOHATh, KAKME OH OINPEAENAET IMPABOOTHOILIEHUS.
Opnako HEOOXOJUMO MOMHHUTH, YTO CYIIHOCTH JIOTOBOpA BBHITEKAE€T HE M3 HAa3BaHUs, a U3 €ro
conepxanus. Ho, ecan Ha3BaHWE OTCYTCTBYET, JOTOBOpP CHauyaya CIEAYyeT MPOYUTATh, YTOOBI
MOHSTh, O YEM OH, a YK 3aTeM pa30upaTbcs ¢ HUM I10 CYIIECTBY.

2. Jara noanucanus goropopa. OHa BKIIIOYAET YMCIO, Mecsl U roj nognucanus. Co
BCEMU OTUMH PEKBU3UTAMU CBSI3aHO TIPABUJIBLHOE YCTAHOBIIEHHE MOMEHTA 3aKIIIOUEHUs
JIOTOBOpa M OKOHYaHHUS CpOKa €ro JEMCTBHs, a 3HAYUT, U OIpPE/EICHHbIE IOPUANYECKUE
MOCIIEACTBHSI.

3. MecTto noamnucanus 10roBopa (ropoj Uiu HaceJIeHHbINH MYHKT).

VYka3aHue Ha MECTO COBEpIIEHHUS CHCNKH - He mpocTas (OpMaabHOCTb, OHO HMEET
uHorJa 0oJbIIoe IopuanYecKoe 3HayeHue. 110 3aKkoHo1aTeNbCTBY TOrO MECTa, TJI€ COBEPILIACTCS
CeINKa, ONMPEIENSIIOTCS: a) IPABOCIMOCOOHOCTh U JIEECIIOCOOHOCTH JIMII, 3aKIIOYUBIINX CICIIKY,
0) bopma caenku, B) 0053aTEIBCTBA, BOSHUKIIIME U3 CICIKH.

4. Tlomnoe ¢upMEeHHOE HAMMEHOBAaHUE KOHTpAareHTa, IOJ KOTOPBIM TOCIEIHUN
3aperucTpUpOBaH B PEECTpPE IOCYJapCTBEHHON PETUCTPALlMU, a TaKK€ COKpAIllEHHOE Ha3BaHUE
CTOPOH 110 J10roBopYy («3akazuuky, «IlokynaTeapy, «ApeHIaTop» u Ip.).

5. JlomxHocTH, paMuimy, UMEHa U OTYECTBA JIMII, TOIIICHIBAIOIINX JOTOBOD, YKa3aHHS
Ha MX IIOJJHOMOYMS Ha MOANHUCAHUE 10T0BOPA.

[IpenMer noroBopa - naHHasg 4acTb JOTOBOpAa COAEPKHUT €ro CYIIECTBEHHBIE YCIOBUS:
OpeaMeT JI0roBOpa, T.e. O YeM KOHKPETHO JIOTOBAPMBAIOTCS CTOPOHBI, OOSI3aHHOCTH W IpaBa
CTOPOHBI 110 JIOTOBOPY, 00sI3aHHOCTH U IIpaBa BTOPOW CTOPOHBI 10 JIOTOBOPY, LIeHa JOr0BOpa U
HOPSI0K PACUYETOB U JIP., CPOK BBIITOJHEHHSI CTOPOHAMH CBOMX 00S3aTEIbCTB.

KonkpeTHoe conepkaHue 3TUX YCIOBHM 3aBUCUT OT BHJA JOTOBOpAa U OT KOHKPETHOMU
CUTYallUH €T0 3aKJIIOUEHUS.

JloroHUTENbHBIE YCIIOBUS IOTOBOPA - 3TOT pa3/iell BKIIOYAET B ce0sl yCIOBUS, KOTOpHIE
HE 00s3aTeIbHO NpeAycMaTpuBaTh B KaXJAOM JIOTOBOpPE, HO KOTOpblE TEM HE MEHee
CYILIECTBEHHO BIUSIOT Ha pealMn3aliio IpaB U 00I3aHHOCTEN CTOPOH.

1. Cpok meWcTBUS JOroBOpa - €ro HEOOXOJIMMO YyKa3aTh, JJaXKe €CIM Ha3BaHbl CPOKHU
BBITMIOJTHEHUSI CTOPOHAMU 0053aTelNbCTB. JTO OOYCIOBIEHO TEM, YTO HAIJEKUT 3HATh, KOIJa
JIOTOBOp TpEKpallaeT CBOe JEHCTBHE M KOTJAa MOXKHO OyAeT MpeabsBUTh COOTBETCTBYIOIIHE
TpeOOBaHUS K KOHTPAreHTy.

2. OTBETCTBEHHOCTh CTOPOH - OHa 00ECIeYNBAET UCTIOIHEHUE 0053aHHOCTEH CTOPOHAMU
B CiIydyae HAapyIICHHUS YCJIOBHH J0oroBOpa OAHOW W3 HuxX. OOBIYHO 37eCh OINpeCTICHBI
Pa3IMYHOTO POJIa CAHKIIMHU B BHJIE TIEHU, HEYCTOMKH, mITpada, yriayuBaeMbIX KOHTPAreHTOM, He
BBITMIOJTHUBIIMM CBOUX 00513aTE€NIbCTB B OTHOIIEHUH OJTHOTO M3 COTJIACOBAaHHBIX YCIOBUH.

IIpu cocraBieHMH 10rOBOpa MOKHO IPEJIOKHUTH CIEAYIOUIYI0 METOIUKY ONPEIEIICHUs
OTBETCTBEHHOCTH: MPOTHUB KaXJIOM 0O0S3aHHOCTH CTOPOHBI JIOJDKHA OBITh NPEeaycCMOTpeHa
COOTBETCTBYIOII[Asi OTBETCTBEHHOCTh, B OCHOBHOM B BHJI€ IITpadHONU HEYCTOMKH. DTO O3HAYaeT,
YTO YOBITKM MpPH HEHAAJEKAIIEM HCIOJIHEHUN 0053aTelNbCTB KOHTPAareHTa MOTYT ObITh
B3BICKAHBI C HEr0 CBepX HeEyCcToMkH. IloMHHTE, 4TO, €cnum Takol BHUJ OTBETCTBEHHOCTH
OTCYTCTBYET, HEYCTOMKA SIBJISIETCS] 3a4ETHOM U YOBITKU C KOHTpareHTa MOXHO OyJIeT B3bICKaTh B
4acTH, HE IIOKPBITOM HEYCTOMKOM.
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3. Crioco6b1 obecrieueHus: 0053aTENBCTB - POCCUHCKOE TPaXXTAHCKOE 3aKOHOJATEIbCTBO
MpeayCMaTpUBaeT CIICIYIONINE OCHOBHBIE CIOCOOBI OOecredeHus: 00s3aTeNIbCTB: HEYCTOMKA,
3aJI0T, yJepKaHWe HMMYIIECTBA JIOJDKHHKA, MOPYYUTENIHCTBO, OAHKOBCKAs rapaHTHs, 3a/JaTOK.
Kpowme 3T0ro, MOryT OBITH IPEAYCMOTPEHBI U APYTUE CIOCOOBI, IPEAYCMOTPEHHBIE 3aKOHOM HJTU
JIOTOBOPOM.

4. OcHOBaHUS U3MEHEHUS UM PACTOPKEHHS I0TOBOPA B OJHOCTOPOHHEM MOPSKE.

5. YcnoBus 0 KOHOUASHIINATFHOCTH HH(OPMAIIHH IO JIOTOBOPY.

6. Ilopsmok pasperieHusi CIOPOB MEXy CTOPOHAMHU IO JIOTOBOPY - BCE CIIOPBI MEXAY
CTOPOHAMHU Pa3pelIalTCd B COOTBETCTBUM C 3aKOHOJATENbCTBOM Poccuiickon dPenepauuu B
apOutpaxkHoMm cyze. OIHAKO CTOPOHBI MOTYT YCTaHOBUTh U WHOE IOJIOKEHHE, B YAaCTHOCTH,
IPEIyCMOTPETh pPa30MpaTeNbCcTBO CIIOPOB HE B apOMTPaXHOM, a B TPETEHCKOM Cyae,
co371aBaeMOM JIMOO CaMHUMH CTOPOHAMH, JIMOO B COOTBETCTBUHM C PErJIaMEHTOM KaKoro-nOo
MOCTOSIHHO JICHCTBYIOIIETO TPETEHUCKOTO Cy .

7. Oco0eHHOCTH MEPEMEHBI JIUI IO JOTOBOPY - B ATOM ITYHKTE€ MOXKHO IPEIyCMOTPETb,
YTO yCTYyIKa TpaBa TPeOOBaHUS IO JOTOBOPY MOXKET OBITh OCYIIECTBIIEHA TOJBKO C COTJIACHUs
JOJKHUKA.

[Tpoune ycinoBust 1OroBOpa - 3TH YCIOBHUS MOTYT BKIJIIOUYATh CIIEIYIOLIHE BOIPOCHI:

1. 3aKoHOJATENbCTBO, PErYIUPYIOIIEe OTHOIIECHUS CTOPOH (OCOOEHHO 3TO BAXKHO IS
BHEITHETOPTOBBIX KOHTPAKTOB).

2. OcoOEHHOCTH COTTIACOBAHMI CBS3U MEKY CTOPOHAMH.

31ech s KaKJ01 CTOPOHBI YKa3bIBAIOTCS: a) JIHMIIA, TIOJTHOMOYHBIE 1aBaTh HH()OPMAITHIO
U pellaTh BOIPOCHI, OTHOCSIIUECS K HCHOJHEHHUIO TOTOBOpa. DTO MOXKET (POpMyIHpOBaTHCS
JIBYMsI CIIOCOOaMU: C TIEPCOHANBHBIM YKa3aHUEM TOJHOMOYHOTO JIMIA (JIUI) WM C YKa3aHUEeM
JOJKHOCTEH; 0) CPOKM CBSI3M MEXIy CTOpoHaMu. Hampumep: «... KaXIblii BTOPHUK C
4.»; B) CIIOCOOBI cBsi3U: TenedoH, dake, Teekc, Teaerpad, TeleTain ¢ yka3aHueM UX HOMEPOB U
WHBIX JIaHHBIX.

3. Cynp0a mpematoroBopHOi paboThl M €€ Pe3yJIbTaTOB IMOCIE TOITUCAHKS JTOTOBOpaA -
JaHHBIA MYHKT COJEPXKUT IMOJOXKEHHE, B COOTBETCTBHH C KOTOPHIM CTOPOHBI yCTaHABIMBAIOT,
YTO TIOCJIE TMOJAMUCAHMUS HACTOSIIETO JOrOBOpa BCE TPEABAPUTEIHHBIE TEPETOBOPHI MO HEMY,
NepenucKa, mpeBapuTelbHbIE COTTAIICHUS U IPOTOKOIBI O HAMEPEHHSIX TEPSIOT CUTTY.

4. PekBU3HUTBHI CTOPOH: a) TOYTOBBIE PEKBU3UTHI, ©0) MECTOHAXOXJIECHHE (aJpec)
OpennpusaTsi; B) OaHKOBCKHE DPEKBU3UTHI CTOPOH (HOMEpP pPAaCUETHOTO CYeTa, YUpeKIEeHUE
Oanka, kox Oanka, M®O wmum pganaele PKIl); 1) oTrpy3ounbie pekBU3UTHI (Js
JKEJIE3HOJJOPOKHBIX OTIPABOK, JJIsi KOHTEHHEpPOB, A MENKUX OTmpaBok). Ocoboe BHUMaHUE
yIEIATE HATWYHIO W TPABUIBLHOCTH CBEIEHUH, Kacarommxcs 0AaHKOBCKMX PEKBHU3WUTOB BAIIEro
KOHTpPareHTa, Tak Kak 0e3 HUX BaM OYE€Hb TPYIAHO OYJIET B3bICKATh YOBITKU.

5. Konn4ecTBo 3K3eMILISIPOB 1I0r0OBOpA.

6. [Toanucu CTOPOH ¢ MPUIIOKEHUEM KaXKJI0M OopraHu3aiuu (MpeanpusTus).

IIpasuna no cocmasnenuio mabauy, cxem

Jlyig 3anoiaHeHus TaOUIIbl UCTIONb3YHTEe OCHOBBI KOHCIIEKTUPOBAHUS. DTOT TBOPUYECKUMN
BUJ paboThl ObUT BBEJIEH B yueOHYI0 nesitenbHocTh [aTanoBeiv B. ®. - u3BECTHBIM Megarorom-
HOBAaTOPOM M TIOJNYyYWJI Ha3BaHHUE «ONOPHBIA CHTHAI». B ONOpHOM curHane conxep:KaHue
UHPOPMALIUU  «KOJUPYETCS» C TOMOIIbIO COYEeTaHUs TIpadUUyecKuX CHMBOJIOB, 3HAKOB,
PUCYHKOB, KJIIOYEBBIX CJIOB, IU(P U T.II.

IIpu pabote c 3amoiHEHHEM TaOJIUIBI UCIOJIb3YeM (OPMaTIM30BaHHBIA KOHCIIEKT, TJe
3alKCU BHOCSTCS B 3apaHee MOATOTOBIEHHBIE TAOIUIbI. DTO yIO0OHO MPHU MOJArOTOBKE €IUHOTO
KOHCIIEKTa IO HECKOJBbKHUM HCTOYHHKaM. OCOOEHHO eciM ecTh HeO0O0XOAWMOCTh CPaBHEHUS
JTAHHBIX.

PazHoBUIHOCTBIO (OPMATU30BAaHHOTO KOHCIEKTa SIBJSIETCS 3aliCh, COCTaBJICHHas B
(opMe OTBETOB Ha 3apaHee IOJATrOTOBJIECHHBIE BOINPOCHI, 00OECIEYMBAIOLINE HCUEPIBIBAIOILNE
XapaKTEPUCTUKHN OJHOTUITHBIX OOBEKTOB, SBJICHUH, IPOLIECCOB U T.].
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PexomeHgamm no cocTaBIEHUIO TAOMIHIL:

1. OnpenenuTe meb COCTABICHUS TAOJIHIIBI.

2. Yuras u3yyaeMblii MaTepual B IEPBbIN pa3, pa3/IeIUTe €0 Ha OCHOBHBIE CMBICIOBbBIE
YacTH, BbIEIUTE TJIaBHbIE MBICIH, CHOPMYIUPYHTE BBIBOBI.

3. Eciam cocraBisiere IMIaH - KOHCIEKT, c(OpMynupyiTe Ha3BaHHS IYHKTOB H
onpenenure MHPOPMALMIO, KOTOPYIO CIEIyeT BKJIIOYUTh B IUIAH-KOHCIEKT JUISl PACKPbITHS
IIYHKTOB IJIaHAa.

4. HauOonee cCyleCTBEHHbIE TOJOXKEHUS M3yd4aeMoro MaTepuana (TE3UChl)
II0CJIEZI0BATENBHO U KPaTKO M3JIaraiiTe CBOMMU CJIOBaMU UJIU IIPUBOAUTE B BUJE LIUTAT.

5. Bxitoyaiite He TOJBKO OCHOBHBIE MOJIOKEHHUS, HO U OOOCHOBBIBAIOIIME MX BBIBOJIBI,
KOHKpPETHBIE (QaKThl ¥ IpUMEpHI (0e3 oAPOOHOT0 ONMCAHUS).

6. UroObl ¢Qopma 3amucu oOTpakala €ero Ccojep)kaHue, pacnojaraiite a03aibl
«CTyNEHbKaMu», MOJO00OHO WYHKTAaM M NOANYHKTaM IUIaHA, HpPUMEHsSTEe pa3zHooOpa3HbIe
CroCOOBI MO TYEPKUBAHMSL.

7. 1lpu KOHCIIEKTHUPOBAaHMM HAJI0 CTapaTbCsi BBIPA3UTh AaBTOPCKYIO MbBICIb CBOMMH
cioBamu. CTpemuTech K TOMY, YTOObI OJMH ab3all aBTOPCKOIO TEKCTa ObLI IepelaH Npu
KOHCIIEKTUPOBAHUU OJJTHUM, MAKCUMYM JBYMsI IIPEJI0KEHUSIMHU.

3anuce y4eOHOro marepuaiga B BHUJE TaOJMUIBl MO3BOJSIET ObICTpO M 0Oe3 Tpynxa ero
3allOMHUTh, MTHOBEHHO BOCCTAHOBUTH B IIAMSITH B HY>KHbBIII MOMEHT.

CocraBieHue cxeM, TaOJMIl CIYyKUT HE TOJIBKO JUIs 3allOMUHaHUs MaTepuana. Takas
paboTa CTAHOBUTCS CpPEACTBOM  pa3BUTHS CIHOCOOHOCTM  BBIAENSATH CaMO€ TIJIABHOE,
CYLIECTBEHHOE B yUeOHOM MarepHaje, KilacCupUIUpoBaTh HHPOPMALIMIO. BBIIENAI0T OCHOBHBIE
COCTaBIIAIIONIME Oo0Jiee CIOKHOTO TOHSATHS, KITIOUEBBIE CJIOBa M T.I. M PAacHojararoTcs B
II0CJIEI0BATEIBHOCTH - OT OOILEro MOHATHS K €ro YacTHBIM cocTaBisonuM. HyxHo nmpoaymars,
KaKH€ U3 BXOSIIUX B TEMY HOHSTHUH SIBJISIIOTCS OCHOBHBIMH U 3allMCaTh UX B CXEME TaK, YTOObI
OHU 00pa3zoBajiu OCHOBY. Jlanee MPUCOEAMHUTH YACTHBIE COCTABISIONIME (KJIIOYEBBIE CJIOBA,
¢dpa3bl, oOmpeaeseHus), KOTOPbIE CIYKaT OMOPOW Il TaMATH U JIOTUYECKH JIOMOJIHSIIOT
OCHOBHOE 00111ee MOHSTHE.

JleficTBUSI IPU COCTaBIEHUU CXEMbI MOTYT OBITh TAKUMU:

1. ITonGepute GakThl A1 COCTABICHUS CXEMBI.

2. Beimenute cpeiv HUX OCHOBHBIE, OOIIE TTOHSTHSI.

3. Ompenenure KIIOYEBbIE CIIOBa, (pa3bl, MOMOTAIOLINE PACKPBITH CYTh OCHOBHOI'O
MOHSTHSL.

4. Crpynnupyiite (hakThl B JOrHYECKON MOCIE0BATEIEHOCTH.

5. [laiiTe Ha3BaHUE BBIICICHHBIM TPyIIIIaM.

6. 3aroMHUTE CXEMY JaHHBIMHU.

Tembl 1 3a1aHUS K NPAKTUHYC€CKUM 3aHATHAM

Tema 1. Ilonsitue, wmeau, 3agauMm U 3HaYeHue Kypca «UndopmanuoHHo-
AOKYMEHTAIHOHHOE o0ecrieyeHne IOPHINYECKO NesiTeILHOCTH.

Bonpocwt ona ycmmuvix omeemos (00k1a008)

1. Tlomstme, mnpeamer, 3amaun Kypca «MHPOpMaLMOHHO-TOKYMEHTAIIMOHHOE
o0ecrieyeHne FOPUIMYECKON ACITEITHHOCTI.

2. Cucrema 1 UICTOUHHUKH Kypca.

3. BzamMocBs3b C qPYTUMH OTPACIISIMA POCCHICKOTO TIpaBa.

4. Pa3BuTHE MOHITUS «IOKYMEHT).

5 [TpaBoBas pyHKIIHS JOKYMEHTA.

Ipaxmuueckue 3a0anus
1. ITpuBeaute [ToHsiTHE JOKYMEHTOOOOPOTA, CYIITHOCTh, MPUHITUIIBI JOKYMEHTOO00POTA.
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2. Onpenenute MECTO TOKYMEHTAIMOHHOTO oOecreueHus KaK JTUCIMIUIMHBI B IPaBOBOK
cucreme Poccuiickoit @enepanum.

3. Beigenure coBpeMeHHBIE MPOOIEMBI pa3BUTHS JOKyMEeHTOoOOpoTa B Poccuiickoit
denepanuu.
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nepecMoTp. - Mocksa: Op.Hopma, HULl UTH®PA-M, 2015. - 496 c. Tekct: 2neKTpOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. JloxymenTtoBenenue: yueOnuk / H. H. Kynses, /1. H. Ypanos, A. T.
®abpuunoit; mox pen. mpod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast ynuBepcurerckas 6ubmuoreka). - ISBN 978-5-98704-329-5. - Tekct: 31eKTpOHHBIH. -
URL: https://znanium.com/catalog/product/1211628

9. [Tanacenko, FO. A. Jlenonpous3BOJCTBO: JOKYMEHTAllMOHHOE obecreueHue
yrpaieHus: YdueOHnoe nmocodue / [Tanacenko H0.A., - 3-e uszn. - Mocka: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakanaBpuar). Texct: anekrponnsdi. - URL:
https://new.znanium.com/catalog/product/542773

10.  IlpaBoBble | OpraHM3allMOHHbIE OCHOBBI IPOTHUBOJACHCTBUS  KOPPYILIMHU:
MEXIYHApOJAHBIH W POCCUUCKMI OMNBIT: COOpPHUK MaTepuaioB MeXIyHapoJHOW HayyHO-
npakTudeckoit koHdepenuuu / nmox pen. E. B. bBypnunoit, JI. FO. ®omunoit. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: omekrponnsii. - URL:
https://znanium.com/catalog/product/1194821

11.  Yswmpos, B. B. Cyne6noe aenonpou3BoAcTBO: yueOHOe mocodue / B. B. UBupos. -
Mocksa: PT'YIL, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snexkrponHbii. - URL:
https://znanium.com/catalog/product/1195543
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12.  UYypwunos, A. 1O. KOpuanueckoe 1e1omnpou3BoICTBO: yaeOHOE MocoOue st By30B
/ A. YO. UypunoB. — 2-e uza., ucnp. u non. — Mocksa: M3natenscTBo FOpaiit, 2020. — 202 c.
— (Beiciiee obpazoBanmue). — ISBN 978-5-534-13734-7. — Tekct: snextponHsiii // DbC
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/466645 (nara obpamenus: 11.11.2020).

Tema 2. CTpykTypa 10kymeHTa: GopMyJisip COBPEMEHHOI0 J0KyMeHTa. OCHOBHbBIE
KAaTeropuM COBPEMEHHOr0 JOKYMEHT0000poTa

Bonpocul 03 yemuvix omeéemog (00k1a008)

1. Vuudukanus u cranaapTu3anus J0KyMEHTOB.

2. ®opMynsp COBPEMEHHOTO yIPaBIEHYECKOTO TOKYMEHTA.

3. PexBusutsl, pernamentupyemsie ['OCT.

4. TpeGoBanus K 0pOpPMIICHHUIO PEKBU3UTOB.

5. Tlopsmok o00603HaueHUs HAMMEHOBAaHUS OpraHU3alMl - aBTOpa JIOKYMEHTa,
CIpaBOYHBIC TaHHBIE 00 aBTOpE TOKYMEHTa, MOPSA0K 0(pOpPMIICHHS TOYTOBOTO apeca.

6. Ocobennoctu odopmiieHus: pekBuznuTa aapecara. [IpaBuna odpopMiaeHUs peKBU3UTA
«IaTa JOKyMEHTa.

7. IlpaBoBbIE OCHOBBI yJOCTOBEPEHHS JOKYMEHTa — IMOJIMNKCH, [€4aTh, YTBEPKACHUE,
COTJIACOBAaHWE, BU3HUPOBAHUE.

8. Ortmerku Ha fokyMeHTe. TpeOoBaHUE K COJAEPIKAHUIO U O(POPMIICHUIO PE3OITIOLIUH.

IIpaxmuueckue 3a0anus

1. CocTaBuUTh 3aBEpPEHHYIO OTIEIOM KaApoB aoBepeHHOCTh OT 23.09.2021 nHa mpaBo
MOJIY4CHHS 3apa0O0THOM TIJIATHI.

Havanpnuk ciyx0p1 cObita OOO «Berac» r. Jlenunoropck Banentuna IlerpoBHa
EropoBa poBepseT 3aMecTUTENO pyKoBOAUTENs Mo oO0muM Bompocam AnHHe KopHeeBHe
TpoduMoBoOIi MONTyUnTh 3apabOTHYIO ATy 3a aBI'YCT MECSII.

Jannbie EropoBoii:

ITacnopt cepun 9203 Ne 458796 Beinan OB/] r. Jlennnoropcka 06.09.2001

[Ipoxwusaer: r. Jlennnoropck mnp. [llamuna 33-14

Hannsie TpopumoBoii:

[Tacnopt cepuu 9205 Ne 449796 Boinan ' POB/I r. Jlenunoropcka 06.10.2005

[Tpoxusaer: r. Jlennnoropck np. Jlenuna 6-14

2. Co3nate npeseHTanuo B mporpamMe Power Point Ha Temy «CucTeMBbl yrpaBiieHUs
JIEKTPOHHBIM JIOKyMEHTOO00OPOTOM». B KauecTBe cinaiiJoB peKOMEHYETCs CIIEAYIOIINE:

1. Tema

2. Ucropust poCCUICKOTO phIHKA CUCTEM IEKTPOHHOIO JJOKYMEHTO000pOoTa

3. IlonmynsipHbIe CHCTEMBI AJIEKTPOHHOTO JOKYyMEHT0o000poTa B Poccun

4. Uenu ucrionb30BaHMsI CUCTEM YIIPABIIEHUS AJIEKTPOHHBIM 000POTOM

JlonoJiHuTeIbHbIEe HCTOYHMKH M JIUTEPaTypa AJs NOATOTOBKH:

1. beikoBa, T. A. JlokyMeHTalIMOHHOE 00€ecCTIeueHrEe YIIPABICHUS (IeTOTPOU3BOICTBO) :
yuebHoe mocobue / T.A. beikoBa, T.B. Kysuenona, JI.B. Cankuna; mox oOm. pex. T.B.
Ky3nenoBoii. — 2-e¢ u3z., nepepad. u pom. — MockBa: UTHOPA-M, 2020.— 304 c. + Jlom.
MatepHaisl [DnekTpoHHbIl pecypc]. — (Boicmiee oOpazoBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekcr: anextponnsiit. - URL: https://znanium.com/catalog/product/1078152

2. Topoxoa, C. C. IOpunnyeckas TexHHKAa: Yy4YeOHUK M TPAKTUKYM IS
akanemuueckoro O6akanaBpuara / C. C. 'opoxoBa. — Mocksa : M3natensctBo FOpaiit, 2019. —
317 c. — (bakanaBp. Cnemmamuct. Maructp). — ISBN 978-5-534-00408-3. — Texkcr :
snextpounsiit / DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/432892
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3. TIposzoBa, O. C. Jlemompou3BOACTBO: y4eOHOE MOCOOWE I aKaAeMHYECKOTO
OakanmaBpuata / O. C. I'pozoBa. — MockBa: M3zgarensctBo MOpaiir, 2019. — 124 c. —
(Yuusepcutersl Poccun). — ISBN 978-5-534-06787-3. — Texkcr: anexkrponusiii // 9BC HOpaiit
[caitr]. — URL.: https://urait.ru/bcode/438790

4. TposzoBa, O. C. Jlenmompou3BOACTBO: Y4eOHOE TMOCOOME IS aKaIeMHYECKOTrO
6akanaBpuata / O. C. I'pozoBa. — MockBa: MznarensctBo HOpaiit, 2019. — 124 c. Tekcr:
anextponHbii / DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HMudopmanoHHble TEXHOJIOTHH B JOKYMEHTAIMOHHOM OOECIICUYeHUU YIPABICHUS U
apxuBHOM Jene: yaeOonuk mis By30B / H. H. Kynaes, T. B. Konapamosa, E. B. Tepentbesa, A.
I'. ®abpuunos / mox obur. pea. H. H. Kynsesa. - Mocksa: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct: anexkrponnsiid. - URL: https://znanium.com/catalog/product/1211641

6. Kabamos, C. 0. AHTUKOppYNILIMOHHAS 3KCIEPTU3a HOPMATUBHBIX MPABOBBIX aKTOB
U TPOCKTOB HOPMATHUBHBIX MPABOBBIX AKTOB: OPraHM3alUs U BONPOCH JOKYMEHTHPOBAHUS :
yue0. mocobue / C.1O. Kabamos, FO.C. Kabamos. — Mocka: UTHOPA-M, 2019. — 240 c. —
(Beicuiee oOpasoBanue: bakamaBpuar). — Www.dx.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekcr: anekrponnbiii. - URL: https://znanium.com/catalog/product/1026942

7. Kamranmna, T. B. FOpuanueckas texuuka: YueOnuk / Kamanuna T.B., - 2-e u3n.,
nepecmotp. - Mocksa: Op.Hopma, HUI[ UHOPA-M, 2015. - 496 c. TekcT: 3lIEKTPOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. JloxymentoBenenue: yueOnuk / H. H. Kynses, . H. Ypanos, A. I'.
®abpuunoit; mox pen. mpod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBas ynuBepcuterckas 6ubnuoreka). - ISBN 978-5-98704-329-5. - TekcT: 371€KTpOHHBIN. -
URL: https://znanium.com/catalog/product/1211628

9. [Ilanacenko, lO. A. Jlenonpou3BOACTBO: JOKYMEHTAlIUOHHOE oOOecrneueHue
ynpasneHus: YaueOHnoe nocobue / [Tanacenko H0.A., - 3-e uszn. - Mocka: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakanaBpuar). Tekcr: anektponssid. - URL:
https://new.znanium.com/catalog/product/542773

10. IIpaBoBble W  OpraHM3allMOHHBIE OCHOBBI  MPOTHUBOACHCTBHUS  KOPPYIIHH:
MEXIYHApOJAHBIH W POCCUUCKMH OMNBIT: COOPHUK MaTepuaioB MeXIyHapoJHOW Hay4dHO-
npaktuyeckoit koHdepenuuu / nox pen. E. B. bBypnunoii, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: omektponnsii. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CynebHoe nenonpousBoicTBO: yuebHoe nmocooue / B. B. UBupos. -
Mocksa: PI'VII, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snexTpoHHbIf. - URL:
https://znanium.com/catalog/product/1195543

12. Yypunos, A. 0. FHOpuanyeckoe Aen0ompon3BOACTBO: ydeOHOE MOCOOHE I BY30B /
A. 0. UypmioB. — 2-e u3z., ucnp. u gon. — Mocksa: M3narensctBo IOpaiit, 2020. — 202 c.
— (Bricmiee obpazoBanme). — ISBN 978-5-534-13734-7. — Tekct: snexTponHslii // DbC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/466645 (nara obpamenus: 11.11.2020).

Tema 3. TocynapcTBeHHOe PperyJupoBaHuMe B  00J1aCTH  COBPEMEHHOI0
JeJI0NPOU3BOACTBA.

Ilpakmuueckoe 3anamue 1

Bonpocul 03 yemuvix omeemog (00k1a00s)

1. HopmatuBHO-TIPaBOBBIE aKThI, pETyIUPYOIIHE chepy ASIOMPOU3BOICTRA.

2. OcHoBHble 3akoHbI  Poccwmiickoit ~ denepanuu, peryiupyroIiue  BOMPOCHI

WH()OPMAIIMOHHO-TOKYMEHTAIIMOHHOTO 00€CTIeUeHUs IOPUTNIECKON AeITEIHHOCTH.

Ipakmuyeckue 3a0anus
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1. OxapakTepu3yiTe CYIIHOCTh 3aKOHHOCTH JAUCIUIIIMHBI U CIIOCOOBI UX 00ecrieueHus B
MH(OPMALIMOHHOM M JIOKYMEHTAllMOHHOM OOECHEeYeHUHU B JIEATEIbHOCTH MPAaBOOXPAHUTEIbHBIX
OpraHoB.

2. OxapakTepu3yiTe rocy1apCTBEHHbI KOHTPOJIb U €r0 BUIbI.

Ilpakmuueckoe 3anamue 2

Bonpocwvt ons ycmuwvix omeemos (00k1a0os)
1. MeTtoauueckue TOKYMEHTHI MO JEI0NPOU3BOICTBY NPEANPUATUNA U OpraHU3AIIH.

IIpaxmuueckue 3a0anus
1. IlpuBenuTe MeTOABI OOIICHAI30PHON ACSITEITLHOCTH.
2. [TpuBenute GOpMBI pearupoBaHsI HA BBISBICHHBIC HAPYIIICHUS 3aKOHHOCTH.

JlonoTHUTe/IbHbIE HCTOYHUKH U JIUTEPATypPa AJs NOATOTOBKH:

1. bBrikosa, T. A. JlIokyMeHTaIlMOHHOE OOECIICUCHUE YITPABICHUS (ICIOTPONU3BOICTBO) !
yuebHoe mocobue / T.A. breikoBa, T.B. Kysuenona, JI.B. Cankuna; moxn ob6m. pen. T.B.
KysnenoBoii. — 2-e¢ u3z., nepepad. u pon. — Mocka: UH®PA-M, 2020.— 304 c. + Jom.
MaTepuaibl [DIeKTpoHHbIH pecypc]. — (Briciiee oOpa3oBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekct: anekTponnsii. - URL: https://znanium.com/catalog/product/1078152

2. Topoxoma, C. C. Opuanueckass TexHuka: Y4eOHUK U TMPAKTUKYM IS
akanemudeckoro OakanmaBpuara / C. C. I'opoxoBa. — Mocksa : UznatenbctBo IOpaiit, 2019. —
317 ¢. — (bakanaBp. Crnenumamuct. Maructp). — ISBN 978-5-534-00408-3. — Tekcer :
anexktpouHbii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/432892

3. IposzoBa, O. C. Jlemompou3BoACTBO: ydeOHOE MOCOOHME A aKaJAeMHYECKOTO
OakamaBpuata / O. C. I'pozoBa. — MockBa: UsnmarensctBo FOpaiir, 2019. — 124 c¢. —
(Yuusepcutetsl Poccun). — ISBN 978-5-534-06787-3. — Tekcrt: anexrponnsiii // ObC Opait
[caitT]. — URL.: https://urait.ru/bcode/438790

4. TpozoBa, O. C. Jlenonpou3BojAcTBO: ydyeOHOE Mocobue s aKageMHUYeCKOro
6akanmaBpuata / O. C. I'pozoBa. — Mocksa: UznarensctBo HOpaiit, 2019. — 124 c. Tekcr:
anekTpouubiit // IBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HudopmanroHHbIe TEXHOJOTHH B JOKYMEHTAIIHOHHOM OOECIICYeHUH YIIPABICHUS H
apxuBHOM Jene: yueOHuk ais By30B / H. H. Kynaes, T. B. Konapamosa, E. B. Tepentsena, A.
I'. ®abpuunos / mox obur. pea. H. H. Kynsiea. - Mockga: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct: anexktponnsiii. - URL: https://znanium.com/catalog/product/1211641

6. KabGamos, C. FO. AHTHKOPPYIIIMOHHAS AKCTIEPTH3a HOPMATHBHBIX IPABOBHIX aKTOB
U MPOEKTOB HOPMATHBHBIX IMPABOBBIX AKTOB: OpraHU3allMs U BOMPOCHI JOKYMEHTHPOBAHHUSA :
yue0. mocobue / C.1O. Kabamos, FO.C. Kabamos. — Mocksa: UTHOPA-M, 2019. — 240 c. —
(Beicuiee oOpasoBanue: bakamaspuar). — Www.dx.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekct: anextponnsiid. - URL: https://znanium.com/catalog/product/1026942

7. Kamanuna, T. B. FOpuanueckas texnuka: YueOHuk / Kamanuna T.B., - 2-e u3n.,
nepecmotp. - Mocksa: IOp.Hopma, HUL] UTHDPA-M, 2015. - 496 c. Tekcr: aneKTpOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. lokxymentoBenenne: yueonuk / H. H. Kynses, /1. H. Ypanos, A. T
®abpuunoit; mox pen. npod. H. H. Kynaesa. - 2-e usn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast yauBepcuretckas oubmmoteka). - ISBN 978-5-98704-329-5. - Tekcr: >1MeKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/1211628

9. TIlamacenko, lO. A. Jlemompou3BOJCTBO: JIOKYMCHTAIIHOHHOE OOECIIeueHUE
ynpaBneHus: YueOnoe nocobue / [Tanacenko HO.A., - 3-e uzn. - Mocksa: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakamaBpuar). Texkcr:  anekrponnsii. -  URL:
https://new.znanium.com/catalog/product/542773
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10. IIpaBoBble W  OpraHU3AMOHHBIE OCHOBBI  MPOTUBOACHCTBHS  KOPPYIIIIHH:
MEXIYHAPOJAHBIA M POCCHUCKUM OMBIT: COOPHUK MaTepHalioB MeEXIyHapOIHON Hay4IHO-
npaktudeckoit kondepenuuu / nmox pen. E. B. Bypnunoi, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: onektponsnsid. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CynebHoe nenonpousBocTBo: yuyebHoe nocooue / B. B. UBupos. -
Mocksa: PT'YIL, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snextponHsiii. - URL:
https://znanium.com/catalog/product/1195543

12. Yypwunos, A. 10. HOpuanyeckoe Aem0OmMpON3BOACTBO: ydeOHOE MTOCOOUE IS BY30B /
A. 1O. YUypmiioB. — 2-e usn., ucnp. u gon. — Mocksa: M3narensctBo IOpaiit, 2020. — 202 c.
— (Briciiee obpazoBanme). — ISBN 978-5-534-13734-7. — Tekct: snextponHsiii // DbC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/466645 (nara obpamenus: 11.11.2020).

Tema 4. PaGoTa ¢ oOpameHUsIMH ITpaskiaH, 3HaueHne, ocodoeHHoctu. Ucnosib3oBaHue
COBPEeMEHHBIX  HH(POPMANMOHHBIX  TEXHOJIOTHi B  /JeATeJbLHOCTH  OPraHoOB
rocy/IapcTBEHHOI0 YNIPaBJIeHUsSI U MECTHOT0 CaMOYyIIpaBJIeHHs

Bonpocut ons ycmuwix omeemos (00k1a0os)

1. IIpaBoBbie OCHOBBI pabOTHI ¢ OOpAILIEHUSIMU TpaKJIaH.

2. llpuHuunel, 3Ha4eHHE M OCOOEHHOCTH pPabOThl C OOpalICHUSAMH TPaXKIaH.

3. TIlpaBo rpaxxmgan Ha JOCTYI K WH(OPMAIIUH.

4. 3HayeHHWe W OCOOCHHOCTH WCIIOJIb30BAHHE COBPEMEHHBIX WH(POPMAIIMOHHBIX
TEXHOJIOTHIi B JICATEIBHOCTH OPraHOB TOCYAAPCTBEHHOTO YIIPABIECHUS W MECTHOTO
caMOyIpaBlICHUSI.

IIpakmuyeckue 3adanus
1. CocraBbTe cxeMy «Bupl 0OpalieHuii rpax/iad B OpraHbl MECTHOI'O CaMOYIIPABIICHUS»
2. CocraBbTe KapTOUKy JUYHOTO IIPUEMA I'PaXk1aH

JlonoJiHuTeIbHbIEe HCTOYHMKH H JIUTEPaTypa AJs NOATOTOBKH:

1. beikoBa, T. A. JlokyMeHTalIMOHHOE 00€ecTieueHre YIIpaBiIeHHs (IeTONMPOU3BOICTBO) :
yuebHOe mocobue / T.A. breikoBa, T.B. Kyszuemnona, JI.B. Cankuna; mox o6m. pen. T.B.
Ky3nenoBoii. — 2-e¢ u3z., nepepad. u pon. — MockBa: UTHOPA-M, 2020.— 304 c. + Jom.
MatepHaibl [DneKTpoHHbIl pecypc]. — (Boicmiee oopazoBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekct: anekTponnsiid. - URL: https://znanium.com/catalog/product/1078152

2. Topoxosa, C. C. IOpunnyeckas TexHMKAa: Yy4yeOHUK M NPAKTUKYM JJIs
akanemuueckoro 6akanaBpuara / C. C. 'opoxoBa. — Mocksa : U3natensctBo FOpaiit, 2019. —
317 c. — (bakanaBp. Cnenmamuct. Maructp). — ISBN 978-5-534-00408-3. — Texkcr :
snextpounbiit // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/432892

3. TI'pozoBa, O. C. Jlenonpou3BoJACTBO: ydeOHOe Mocobue JyId aKaJeMHYeCKOro
OakanmaBpuata / O. C. I'pozoBa. — MockBa: UzgarensctBo [Opaiir, 2019. — 124 c. —
(Yuusepcutersl Poccun). — ISBN 978-5-534-06787-3. — Texkcr: anexkrponusiit / 9BC FOpaiit
[caitr]. — URL.: https://urait.ru/bcode/438790

4. Tpozosa, O. C. Jlenonpou3BojACTBO: y4yeOHOE TMocoOHe sl aKaAeMHUYECKOro
6akanmaBpuata / O. C. I'pozoBa. — MockBa: UznarensctBo HOpaiit, 2019. — 124 c. Tekcr:
anektponHbi / DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HudopmanroHHbIE TEXHOJOTHH B JOKYMEHTAIIHOHHOM OOECIICYCHUH YIIPABICHUS H
apxuBHOM Jene: yueOHuk s By30B / H. H. Kynaes, T. B. Konapamosa, E. B. Tepentsesa, A.
I'. ®abpuynos / mox obmy. pexn. H. H. Kynsea. - Mocksa: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekcr: anekrponnsit. - URL: https://znanium.com/catalog/product/1211641

6. Kabamos, C. FO. AHTHKOPPYIIIHOHHAS IKCTIEPTH3a HOPMATHBHBIX IPABOBBIX aKTOB
U MPOCKTOB HOPMATHBHBIX MPABOBBIX AKTOB: OpraHM3alldsl U BONPOCH JOKYMEHTHUPOBAHHS :
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yueb. nocobue / C.1O. Kabamos, F0.C. KabamoB. — Mocksa: UTHOPA-M, 2019. — 240 c. —
(Beiciree obpasoBanue: bakamaBpuar). — www.dx.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekcr: anextponnsiit. - URL: https://znanium.com/catalog/product/1026942

7. Kamanuna, T. B. FOpunuyeckas texnuka: Yueouuk / Kamanuna T.B., - 2-e u3n.,
nepecMoTp. - Mocksa: Op.Hopma, HULl UH®PA-M, 2015. - 496 c. Tekct: 3eKTpOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. loxymentoBenenue: yueOnuk / H. H. Kynses, /. H. Ypanos, A. T
®abpuunoit; mox pea. npod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast ynuBepcuterckas oubmuoreka). - ISBN 978-5-98704-329-5. - TekcT: 31eKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/1211628

9. Ilamacenko, }J. A. Jlenonpou3BOJICTBO: JOKYMEHTAllMOHHOE oOOecreueHue
ynpasienus: YueoHoe nocooue / [Tanacenko FO.A., - 3-¢ uzn. - Mocksa: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakanaBpuar). Texkcr:  anexkrponnsii. -  URL:
https://new.znanium.com/catalog/product/542773

10. IIpaBoBele W  OpraHM3ANMOHHBIC OCHOBBI  MPOTHUBOACHCTBHS  KOPPYIILIHH:
MEXIYHAPOAHBIH W POCCUUCKMI OMNBIT: COOPHUK MaTepuaioB MEeXIyHapOJHOW Hay4YHO-
npaktudeckoit koHdepenuuu / nmox pen. E. B. Bypnunoi, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: oamektponsnsid. - URL:
https://znanium.com/catalog/product/1194821

11. Yswupos, B. B. Cyne6GHoe nenonpou3BoactBo: yuebHoe mocobue / B. B. UBupos. -
Mocksa: PT'VIL, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekcr: anexrponHsiii. - URL:
https://znanium.com/catalog/product/1195543

12. Yypuos, A. 0. HOpugudeckoe AeI0mpon3BOACTBO: ydeOHOE MOCOOHe A BY30B /
A. 0. YUypunoB. — 2-e u3z., ucnp. u gon. — Mocksa: U3narensctBo IOpaiit, 2020. — 202 c.
— (Briciiee obpazoBanme). — ISBN 978-5-534-13734-7. — Tekct: snektponHsiii // DbC
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/466645 (nara o6pamenus: 11.11.2020).

Tema 5. OcoGenHocTH HH(POPMANMOHHO -TOKYMEHTALMOHHOIO o0ecrievyeHUsi B
YroJI0BHOM NpoLecce U AAMUHUCTPATUBHOM MPOU3BOACTBE

Bonpocut ons ycmuwvix omeemos (00k1a0os)

1. OcobeHHOCTH HH(POPMAIIMOHHO - JOKYMEHTAIMOHHOTO 00eCTeYeH!s] B YTOJIOBHOM
nporiecce;

2. llonsTtue u BUIBI JOKYMEHTOB HUCIIOJIb3yEMBIX B YTOJIOBHOM IPOIECCE.

3. TpebGoBanus Kk  JOKyMEHTaM, HCIIOJIB3yeMBIM B YyrOJOBHOM  IpoOIlecce.
Oco0eHHOCTH COCTaBIEHUSI JIOKYMEHTOB.

4.  OcobeHHOCTH WHQOPMAIIMOHHO - JOKYMEHTAllMOHHOTO OOECIEUYCHHS B
aIMUHHUCTPATUBHOM TPOM3BOJCTBE.

5. TloHsATHEe W BHIBI TOKYMEHTOB HCIIOIB3YEMBIX aIMUHUCTPATHUBHOM IPOU3BOJICTBE

Ipaxmuueckue 3a0anus

1. TlpuBenute 0COOEHHOCTH HCIOJB30BAaHUS AIIEKTPOHHOM WH(pOpMalMU B KauecTBE
JT0KA3aTeNbCTB 110 YTOJIOBHOMY JIEITY

2. Uzyuute crateio 15 denpepanmpHoro 3akona ot 22.12.2008 N 262-®3 (pexa. or
08.12.2020) "O6 obecrneueHnu n0CTyna K WHGOPMAIMK O JACSITEIBHOCTUA CYJI0B B Poccuiickoi
Oepnepannn". CocTaBbTe KPaTKyIO CIIPaBKY.

JlonoTHUTe/IbHBbIC HCTOYHUKH U JIMTEPATYPa JJIsl NOATOTOBKH:

1. beikoBa, T. A. JlokyMeHTalIMOHHOE 00€ecTIeueHrEe YIIPABICHUS (IeTOTPOU3BOICTBO) :
yuebHoe mocobue / T.A. beikoBa, T.B. Kysnemnosa, JI.B. Cankuna; mox o6m. pexa. T.B.
KysnenoBoii. — 2-e¢ u3z., nepepad. u mom. — MockBa: UTHOPA-M, 2020.— 304 c. + Jlom.
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6. Kabamos, C. 0. AHTUKOppYNIIMOHHAS SKCIEPTU3a HOPMATUBHBIX MPABOBBIX aKTOB
U TPOCKTOB HOPMATHBHBIX IPABOBBIX AKTOB: OPraHM3alUs W BONPOCH JOKYMEHTHPOBAHHS :
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9. [Ilanacenko, IJ. A. Jlenonpous3BOJICTBO: JOKYMEHTAllMOHHOE obOecreueHue
yrpasneHus: Yaeonoe nocodbue / [Tanacenko H0.A., - 3-e uzn. - Mocka: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakanaBpuar). Texct: anekrponnsdi. - URL:
https://new.znanium.com/catalog/product/542773

10. IlpaBoBble M  OpraHU3alMOHHBIE OCHOBBI  NPOTUBOJAEHCTBHS  KOPPYIIHH:
MEXIYHApOJHBIH W POCCUUCKMI OMNBIT: COOPHUK MaTepuaioB MeXIyHapoJHOW Hay4dHO-
npakTuyeckoit koHdepenuuu / nox pen. E. B. bBypnunoit, JI. FO. ®omunoit. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: omekrponnsii. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CynebHoe nenonpousBoicTBO: yuebHoe nmocooue / B. B. UBupos. -
Mocksa: PT'YIL, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snexktpoHHbIid. - URL:
https://znanium.com/catalog/product/1195543

12. Yypunos, A. 0. HOpuanueckoe Aem10mMpoOU3BOACTBO: ydeOHOE MOCOOUe ISl BY30B /
A. 10. UypunoB. — 2-e u3., ucnp. u gon. — Mocksa: U3narensctBo HOpaiit, 2020. — 202 c.
— (Bricmiee obpazoBanme). — ISBN 978-5-534-13734-7. — Tekct: snexTponHslii // DbC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/466645 (nata oopamenus: 11.11.2020).

Tema 6. Oco0eHHOCTH WHGPOPMALMOHHO JOKYMEHTALMOHHOIO o0ecrieyeHUss B
rpaskIaHcKoM mnpom3BoAcTBe. [Opuamyeckass OTBETCTBEHHOCTb TIOCYAAaPCTBEHHBIX
CJHYKAIUMX M HMHBIX Pa00THHUKOB, 3aHATBHIX B cdepe 1eJONPOU3BOJACTBA B OpraHax

rocyiapCcrB€HHOro ynpaBjieHuss 1 MECTHOI0 CamMoynpaBJICHUS.

Ilpakmuueckoe 3anamue 1
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Bonpocwt ons ycmuwvix omeemos (00k1a0os)

1. Ocobennoctu WH(OPMAIMOHHO - JOKYMEHTAI[MOHHOTO O00eCIeYeHHS B
IPaXXJIAaHCKOM TIpOIIecCe.

2. TlonsATHEe W BHIBI JOKYMEHTOB HCIIONIB3YEMBIX B TPAXKTAHCKOM TMIPOIECCE.

IIpaxmuueckue 3a0anus
1. CocraBbTe cxeMy «Bupl MpOBEpOK HATMYKS KOH(PHUICHIUATBHBIX JTOKYMEHTOB

Ilpakmuueckoe 3anamue 2

Bonpocuvt ons ycmuwvix omeemos (00k1a0os)

1. TpebGoBanus K JOKyMEHTaM, HCIOJIb3YEMbIM B TPaXJIaHCKOM MpoILIECCE.
OCOOCHHOCTH COCTaBIICHHS JOKYMECHTOB

2. FOpunnyeckasi OTBETCTBEHHOCTh TOCYIAPCTBEHHBIX CIYXKAIIUX W MHBIX Pa0OTHUKOB,
3aHATBIX B chepe JeNoNnpon3BOACTBA B OpraHaXx TrOCYAapCTBEHHOTO YIPABICHHUS U MECTHOTO
CaMOYyIIpaBIICHUSL.

IIpaxmuueckue 3a0anus
1. OxapakTepusyiTe pojib U MECTO BHYTPUOOBEKTOBOTO M MPOIYCKHOTO PEKHUMOB B
CHCTEME 3alUThl HH(OPMAIIUU TIPEATIPUSATHS.

JlonoJiHuTeIbHbIE HCTOYHMKH U JIUTEPATYpPa s NOATOTOBKH:
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5. HudopmannoHHble TEXHOJOTHH B JOKYMEHTAIIMOHHOM OOECIIEUeHUH YIPABICHUS U
apxuBHOM Jene: yueOHuk juist By3oB / H. H. Kynaes, T. B. Kongpamosa, E. B. Tepentnena, A.
I'. ®abpuunos / mox obur. pen. H. H. Kynsesa. - Mocksa: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct: anexktponnsiid. - URL: https://znanium.com/catalog/product/1211641

6. Kabamos, C. FO. AHTHKOPPYNIIMOHHAS HKCIIEPTH3a HOPMATUBHBIX MPABOBBIX AKTOB
U TIPOEKTOB HOPMATHBHBIX TPABOBBIX AKTOB: OPraHHW3alMs M BOMPOCH JOKYMEHTHPOBaHUS :
yueb. nocobue / C.}O. Kabamos, F0.C. Kabamos. — Mocksa: UHOPA-M, 2019. — 240 c. —
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8. Kynses, H. H. loxymentoBenenue: yueOnuk / H. H. Kynses, 1. H. Ypanos, A. I'.
®abpuunoit; mox pea. npod. H. H. Kynaesa. - 2-e uzna., crep. - Mocksa: Jloroc, 2020. - 352 c. -
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https://znanium.com/catalog/product/1195543

12. Yypuos, A. 0. HOpugudeckoe Ae10mpon3BOACTBO: ydeOHOE MOCOOHe A BY30B /
A. 0. YUypunoB. — 2-e u3z., ucnp. u gon. — Mocksa: M3narensctBo IOpaiit, 2020. — 202 c.
— (Beiciiee obpazoBanme). — ISBN 978-5-534-13734-7. — Tekct: snektponusiii // DbC
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/466645 (nara o6pamenus: 11.11.2020).
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3. METOAWYECKHUE PEKOMEHJAIIMA K CAMOCTOSTEJbHOM PABOTE

CamocrosrenbHas paboTa 00y4JaroMIMNACs - 3TO MPOLECC AKTUBHOTO, 11€JICHANIPABICHHOTO
npuoOpeTeHust oO0y4arolUiicsl HOBBIX 3HAaHWH, yMeHHIl 0e3 HEeNOCpeICTBEHHOTO YYacTus
IpenosiaBaTessi, XapaKTEepU3YIOMIUNCS TMPEJAMETHONW  HAmpaBlIEHHOCTHIO, A (EKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yNbTaTOB JAESTEeIbHOCTH 00yUaroIIerocs.

Lenu camocTosATENLHON pabOTHI:

- CHUCTeMaTU3alus U 3aKpeIUIeHUE OIYyYEHHBIX TEOPETUYECKUX 3HAHUM U MPaKTUYECKUX
yMEHU# 00yJaronuiics;

- yri1yOJieHHe U pacIlupeHne TEOPEeTHUECKUX 3HaHU;

- (hopMupoBaHre yMEHHUI UCIONIB30BaTh HOPMATUBHYIO U CIIPABOYHYIO JOKYMEHTAIIHIO,
CHeLHaIbHYIO JIUTEpaTypy;

- pa3BUTHE  I[IO3HABATENBHBIX  CIIOCOOHOCTEH,  AKTUBHOCTH  OOydarommics,
OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;

- (opMHUpOBaHHE CAaMOCTOSTEIBHOCTH  MBIIUICHHUS, TBOPYECKOW HWHHUIIUATHBBI,
CHOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CaMOpeaIU3alliH;

- pa3BUTHE UCCIIEOBATEIBLCKUX YMEHUMN U aKaJIeMUYECKUX HABBIKOB.

CamocrodTrenbHas paboTa BKJIIOYACT Kak Ooiyiee IIyOOKOE CaMOCTOSATENbHOE H3ydeHHUe
TEOPHH, TAaK U 3aKPEIUICHUE MPAKTUYECKUX HABBIKOB M YMEHH. BBHIMONHAS caMOCTOSITEIbHYIO
paboty, oOydJaroImuiicsi onMpaeTcss Ha 3HAHUSA, YMEHUS U HABBIKM, MOJYYEHHBIE B Ipolecce
aynutopHoil paboTel. BMecte ¢ Tem, camocTosiTenbHas pabora TpedyeT OT 00yuaromerocs
JIOTIOJIHUTENBHON paboThl, BKIIOYAs PACCMOTPEHUE OTAEIbHBIX BOINPOCOB, IOJOKEHHH,
MOJAFOTOBKY CaMOCTOSITENIbHBIX JOKJIAJ0B, IPOEKTOB U Jp. [l BBINOJHEHUS] CAMOCTOATEIbHON
paboThl O0yYaroIMICs MOET HCIIOJIb30BaTh BCE JOCTYIHBIE €My HCTOYHUKU HH(OpMAaIUH,
MIOJIb30BATHCS 3HAHUSAMH, YMEHHSIMA M HaBBIKaMH, TIOJTY9€HHBIMHU B IPOLIECCE U3YyUCHHS IPYTHX
micuuiuivH.  Kpome Toro, mpu BBINOJHEHMM 3aJaHUl I caMOCTOSITEIbHOM paloTshl,
oOyyaroluiicss MOXKET KOHCYJbTUPOBATHCA C IPENOJAaBaTENEeM, YTO I03BOJSET YCKOPHUTH
npoliecc 00y4eHUs WIK NpUAaTh eMy OOJBIINN AUHAMHU3M.

[To 3aBepiIeHUIO BBIIIOJHEHUSI CAMOCTOSITEIbHOM paboThl (3aJaHusl) B YCTAHOBJIEHHBIE
npernojiaBaTeseM Cpoku oOydaromuiicss 00s3aH MpeACTaBUTh CBOIO padoTy MpernojjaBareno, Kak
npaBwio 1Mo JucuuiuiiHe «['pakaaHckoe TpaBO» 3a/laHusl CaMOCTOSITENIbHOM — paOoThl
NPEICTaBIAIOTCS CTYJEHTOM Ha MPAaKTUYECKOM MM CEMHUHApCKOM 3aHATUU 1O KOHKpPETHOM
TEeMeE.

IIpu mpencraBieHUH CaMOCTOSTENBHOTO 3aJaHus OOyJaroIIMHCS JOJDKEH IMoKa3aTh: a)
CaMOCTOSITENIbHOCTh BBINOJIHEHUSI 3aJaHusl; 0) TiTyOMHY yCBOEHHUSI MaTepHualia; B) CIOCOOHOCTb
(dbopMynMpoBaTh BBIBOJIBI U MPUHUMATh PELICHUS; T) BECTU AUCKYCCHIO; J[) OTCTauBaTh CBOIO
TOYKY 3pEHUS, apTyMEHTHPYS T UM WHBIE TEOPETUIECKUE HITH MPAKTHUECKUE TTOJIOKEHHSL.

Kputepusimu olieHKH pe3yJIbTaTOB CAMOCTOSTEIbHOW PaOOTHI SBISIOTCS:

- YPOBEHb OCBOEHUS y4eOHOT0 MaTepuara;

- YMEHHUE HCII0JIb30BaTh TEOPETUYECKHE 3HAHUS MPH BHITIOJIHEHUH MTPAKTHYECKUX 3aj1ay;

- c¢(opMHUPOBAaHHOCTH 0003HAUEHHBIX B paboYeil mporpaMMme JUCIUTUIMHBI YMEHHIA,

- 000CHOBaHHOCTb U YE€TKOCTb U3JI0KEHHUS OTBETA,

- oopMIIEHHE MaTepHalia B COOTBETCTBUH C TPEOOBAaHUSIMHU.

OOyuarommecs: TOJKHBI MMOJXOIUTh K CaMOCTOSITEIbHON padoTe Kak K HauBaKHEHIIeMY
CPEICTBY 3aKpEIUICHUs U Pa3BUTHUSl TEOPETHUECKUX 3HAHUM, BHIPAOOTKE €MHCTBA B3IJISJIOB Ha
OTJeNIbHBIE BOMPOCHI Kypca, NpUOOpETEeHHs] ONpEIeNCHHBIX HAaBBIKOB U HCIIOJIb30BaHUS
poeCCUOHAIBHON JTUTEPATYPHI.

IIpu camocTosTeNEHON MPOPAOOTKE Kypca 00yUaroIMecs JOJKHBI:

- IPOCMATPHUBATh OCHOBHBIE ONIPEIeNICHHSI U (DaKThI;

- TIOBTOPUTH 3aKOHCHEKTHPOBAHHBIM Ha JIEKIIMOHHOM 3aHATHM MaTepuajl U JIOMOJHUTh
€ro ¢ y4€TOM PEKOMEHJOBAHHOM MO JaHHOU TeMe JIMTepaTyphl;
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- U3Y4YUTh PEKOMEHIOBAHHYIO JINTEPATYPY, COCTABIIATH TE3UCHI, aHHOTAL[UU U KOHCIIEKTBI
Han0oJiee BaKHBIX MOMEHTOB;

- CAMOCTOSTEIbHO BBIIOJIHATD 3a/1aHKs], AHAIOTUYHBIE TIPEIaraéMbIM Ha 3aHATHAX;

- HCIOJIB30BATh AJIS1 CAMOIPOBEPKU MaTepHaibl (POHIA OLIEHOUHBIX CPENICTB;

- BBIIIOJIHATH JOMAIHKUE 3aJaHUs 110 YKa3aHUIO IIPEroaaBaTelts.

BeinonHenue 3a1aHus BHEayIMTOPHOM CAMOCTOSITEIbHON pabOThI CTYA€HTa OLICHUBAETCS
10 CJICAYIOLIUM KPUTEPUIM:

- CTENIEHb Y YPOBEHD BBINIOJIHEHUS 3a0aHMUS;

- aKKypaTHOCTb B 0()OpMIICHUU pabOTHI;

- HCHOJb30BAHHME BCEX HEOOXOAUMBIX WCTOYHHMKOB; - BBIIIOJHEHHWE 3a/aHus B
YCTaHOBJICHHBIN CPOK.

B paMkax [OUCHMIUIMHBI CTYIACHTaM MpEAJIaratoTCs CIEAyIOIIMe 3alaHus s
CaMOCTOATENILHOM Pa0OThI: 3aKpeIICHHe MaTepuana JEeKIUH, OAr0TOBKAa CTYAEHTOM YCTHOTO
cooOuieHus (J10Knaga), COMpPOBOXKIAEMOr0 MYJIbTUMEIUHHON Npe3eHTaluel, MOATOTOBKA K
JUCKYCCHH, CaMOCTOSITEJIbHOE HW3Y4YEHHME OTHAEIBHBIX TEOPETHYECKUX BOIPOCOB B pPaMKax
JUCLUIUINHBI.

Memoouyeckue pexomenoayuu no 3axkpenienuio mamepuana aexyuu. Ilo BceM Temam
JUCHHUIIIMHBEL «['pakgaHCKoe NpaBo» NPENYCMOTPEHBI JIEKUHMOHHBbIE 3aHATUA. Ha 3aHATHH
CTYJEHTaM PEKOMEHYETCs BBIIIOJIHATh KOHCIIEKT, 3alIUChIBAsi OCHOBHBIE MBICIH IIPENOAABATEIN
U TE3UCHI, KOTOPHIE BBI3BIBAIOT BOIPOCHI WIM 3aTPyIHEHHs Uil MoHUMaHuA. 1lo xony sexkuun
CTYJEHTBl MOTYT 3aJaBaTb BOIPOCHl II0 MaTe€pually JIEKIMH, BCTyNaTb B JUCKYCCHIO C
IIPEMNO1aBATEIIEM.

IIpy mnoBTOpEeHMM Marepuana JEKUUU CTYACHTY PEKOMEHAYETCS IpOYUTaTb CBOM
KOHCHEKT (IIpU HEOOXOAMMOCTH HECKOJIBKO pa3), 3aTeéM OOpaTUThCA K PEKOMEHJOBAHHBIM JIS
W3Y4YECHHsS MCTOYHMKAM C ILEJIbI0 3aKpEIUICHHWs JIEKIUOHHOTO Marepuana. Mertoaudeckue
PEeKOMEHJalMM 110  IOATOTOBKE  JoKjana Llenpro  BBINOJHEHHMS  JAAHHOTO — 3aJaHUs
CaMOCTOSITENIbHOW PabOThl CTYAEHTA SBIAETCS, MpPEXAE BCEro, paclIMpeHHe HaydHOro
Kpyrosopa, OBJIAJICHHE METOAAMU TEOPETHYECKOTO HCCIEeN0BaHus, pas3BuTHe
CaMOCTOSITENIbHOCTH MbIIUIEHUsT oOydaromierocs. Jloknmaa (kak yYCTHOE COOOIIEHHE) — 3TO
nyOJIMYHOE BBICTYIUJICHHE C LIEJBI0 COOOIIUTh MHPOPMAIUIO 10 3apaHee MOJArOTOBIEHHOMY U
IIPOAHAIM3UPOBAHHOMY MaTEpUAILy.

VYerHbili  foknan (YCTHOE BBICTYIUIEHHE) TPEACTABISIETCS CTYAEHTOM IO HTOram
NpO/IeaHHOM paboThl M sABNsAETCAd 3((EKTUBHBIM CPEACTBOM pa3bsICHEHUS €€ pe3yJbTaToB.
BoicTynnenue cocraBiaseT OT NSATH 1O JABaJUATH MHUHYT B 3aBUCUMOCTH OT oObema
BBIIIOJIHEHHOT'O 3a/1aHMUS.

[Ipu moaroToBke 0K1a/1a HEOOXOJUMO YUUTHIBATH CIEAYIOIINE TPEOOBAHUS:

- YCTHBIM IOKJIaJ] CONPOBOXKAAETCA MYJIbTUMEIUNHON IIPE3CHTALUEN;

- IIpY YCTHOM BBICTYIUIEHUHU Takke (popMmynupyercs Tema, Ha3bIBae€TCS BBICTYIAONINH,
03BYYMBAETCA aKTYaJbHOCTb MCCIEIOBAaHUs, LEdb M 3a7a4d, JOKJIAIBIBAIOTCS OCHOBHBIE
MOJIO’KEHHUS, TOJBOAATCS HMTOTM U O3BYYMBAETCS IMEpPEYeHb HCTOYHUKOB, HAa KOTOPBIX OBLI
IIOCTPOEH MaTepHuall BbICTYIUICHUS.

Jlyig ycrnemHoil MOArOTOBKM YCTHOTO WJIM NMHUCbMEHHOTO JI0KJaJa HEoOXOAHMMO: YETKO
chopMyIHpOBaTh TEMY; MPOAHAIU3UPOBATh PEKOMEHJAOBAaHHBIE HOPMATUBHBIE MIPABOBBIE AKTHI,
MaTepuaibl IMPaBONPUMEHUTENbHON MPaKTUKU, JUTEpaTypy, a B Cilydae HEOOXOIMMOCTH
nogo0paTh HMX CaMOCTOSITEIbHO; COCTaBUTh IUIAH, KOTOPBIH IOJIHOCTBIO COTJIacyeTcs C
BbIOpaHHOW TEeMOW M JIOTMYHO pacKpbIBaeT €€, B JajbHEHIlleM OH CTAaHET OIJIaBIEHUEM
MUCbMEHHOTO JIOKJIa/1a; U3yYHB HEOOXOMMbIe HCTOYHHUKH, TOJTOTOBUTH MaTepual J0KJIaa.

B pesynbrare BbINOJHEHUS JAHHOTO 3a/laHUsl CAMOCTOSITENIbHON paboThl oOydaromuics
COBEPILECHCTBYET HABBIKU: aHAJIM3a PE3yJIbTaTOB HAYYHBIX UCCICAOBAHUMI U IPUMEHEHU UX IIpU
pelIeHNN KOHKPETHBIX O0O0pa30BaTeIbHBIX U HCCIEAOBATEIbCKUX 3a/lady; CIOCOOHOCTH
UCMOJb30BaTh ~ CBOM  KpEaTHUBHBbIE  CHOCOOHOCTHM  JJIi ~ OPUTMHAIBHOTO  pEIICHUs
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UCCIIEIOBATEIbCKUX 33/1a4; PELICHUs CTaHAAPTHBIX 3a/1a4 NPO(PEeCCHOHATBHON AeATeIbHOCTH Ha
OCHOBE MH(OPMAIIMOHHOW KYJIbTYpHl C NMPHMEHEHHEM HH(OPMAMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH U ¢ yueToM TpeOoBaHUIl HH(OPMAIIMOHHON 0€30IacHOCTH.

JIni TOATOTOBKM  JIOKJIAJa PEKOMEHAYETCS  HCIONb30BaTh HAy4dHBIE  CTaTbH,
npencraBieHHble B OmOmmoreke  Elibraryru  mo  agpecy B cetm  «lMHTepHeT»:
https://www.elibrary.ru/defaultx.asp?, a Taxke aHCCepTallMOHHBIE WCCICIOBAaHUS Ha cailTe
Poccuiickoit rocynapcTBeHHOM OuOIMoTeKH 1o aapecy B cetu «MutepHeT»: hitps://www.rsl.ru.

Memoouueckue pexomenoayuu no noocomogke k oucxkyccuu. Jluckyccus (nar. diskussio -
UCCJIEIOBAaHHE, PACCMOTPEHHE) - MYyOJIMYHBIM CHop, Iedb KOTOPOrO - BBIACHEHHE U
COIIOCTABJICHUE PA3JIMYHBIX TOUYEK 3PEHHUS, MIOUCK, BBIBJICHUE UCTUHHOIO MHEHMSI, HAX0XKIEHUE
MPABUJIBHOTO PEUICHHsI CIIOPHOTO BOMpOca.

JlMckyccus SIBISETCS OJHUM W3 3HAUEHHWH TepMHuHA «cnop». Llenp auckyccun - oOMeH
MPOTUBOMNOJIOKHBIMU MHEHHUsIMH. [lon quckyccuel cieayeT MOHMMATh CIIOBECHOE COCTSI3aHue,
o0cyxeHre 4ero-1100 HECKOIbKUMU JIMLIAMHU, TIPU KOTOPOM KaK/Iblii OTCTauBaeT CBOE MHEHUE.

Jluckyccus COBEpUICHHO CHPaBEIIMBO MOKET cuuTaeTcss 3()(PEeKTUBHBIM CHOCOOOM
yOexaeHMs], TaK KaK YJaCTHUKH JTUCKYCCHM CaMU MPUXOJAT K ONPEEIIEHHOMY BbIBOJY.

Meton rpynmoBOi JAMCKYCCHM MOXET OBITh TOJOXXEH B OCHOBY BCETO 3aHATHUA
(«ceMHHAp-UCKYCCHSI»,  «IIPAKTHYECKOE 3aHSATHE - JIMCKYCCHS»), a TaKKe MOXKET
HCIIOJIb30BAThCSl (PparMEHTapHO BO BCEX BHJAX y4eOHBIX 3aHATHI, MpUaBas UM JHAJIOTOBYIO
¢dopMy. YYaCTHUKY AMCKYCCUHU JJISl MOJHOLIEHHOM MOATOTOBKM K HEW M aKTUBHOMY YYacTHIO
HEO0OXOUMO 3HATh U3 KAKUX TANlOB COCTOUT TPYIIOBasi AUCKYCCHUSI.

Oransl MOATOTOBKU U IPOBEACHUSI TPYIIIOBON AUCKYCCUU:

1. Bwibop Ttembl. Tema pomkHa OBITH aKTyaJlbHOM Ui YYacTHHUKOB JHMCKYCCHUH,
COLIMAJIbHO 3HAYMMOMW, CBSI3aHHOW C peanpbHOM mnpakThko. OHa JOKHA CcOAepXk aThb
npo0JIeMHbIE MOMEHTHI, BBI3bIBATH MHTEPEC Yy MPHUCYTCTBYIOIIUX, OBITh Ui HUX JOCTATOYHO
3HAKOMOW, YTOOBI OHHM MOTJM KOMIIETEHTHO BECTH ee oOcyxkieHue. Tema aisl JUCKYCCHH
BBIOMpAETCsl B paMKax MPOrpaMMbl M3y4aeMbIX AMCHUIUIMH C Y4ETOM HHTEPECOB yYaCTHUKOB
JUCKYCCUM U 3HAUMMOCTH Ui uX npodeccuu. @opMyaupoBKa T€Mbl JOHKHA ObITH YETKOH U
ACHOHM, MO BO3MOXHOCTH KpAaTKOW, NPUBIEKAIOUIEH BHUMAaHHE YYAaCTHUKOB, 3aCTaBJISIOLICH
3aIyMaThCs HaJl TOCTaBICHHOM MPOOIeMOH.

2. Pa3paboTtka BompocoB s oOcyxnaeHus. OT Toro kak OyAyT MOCTaBJIEHBI 3TH
BOIPOCHI, BO MHOTOM 3aBUCHUT YCIIEX IMPEACTOSIIEro pa3roBopa. PopMylnpoBKa BOINPOCOB
JIOJDKHA BKIIIOYAaTh B €e0sl BO3MOXKHOCTb IPEIBSBIECHUS DPA3IUYHBIX TOYEK 3pPEHMS, OBITH
MOBOJIOM JUIsl pa3MblluieHus. B dopmynnpoBkax MOTryT coAepKaTbCsi MHEHHMs, KOTOpbIE He
ABJISIIOTCSL  OECCIIOPHBIMH, MOTYT TPUBOJUTBCA IOJIOKEHHsI, MpoTHBOpedale (axkram
JNENCTBUTENBHOCTH, OTIIMYHBIE OT OOIIETIPUHATON TPAKTOBKH.

3. Pazpabotka cuenapus auckyccuu. CueHapuif, Kak IpaBWJIO, BKJIHOYAeT: BBOJHOE
CJIOBO pyKOBOAMTENS (0OOCHOBaHHE BHIOOpa JAaHHOW TEMBbI, yKa3aHHWE Ha €€ aKTyallbHOCTb,
3aJaud, CTOSAIIME Iepesl YYaCTHHUKaMM JHUCKYCCHHM); BOMNPOCHI, BBIHECEHHBIE HAa O0OCYXJEHHE,
YCIIOBUSL BEACHMSI JUMCKYCCHM; TPUEMbl aKTHUBHU3AMM 00y4daeMmblX (HarjsigHble MOCcoOus,
TEXHUYECKHE CPEJCTBAa U Jp.); CIIMCOK HOPMAaTHBHBIX aKTOB, aKTOB NPABONPHUMEHUTEILHOU
MPAaKTUKHU, JATEpaTypbl, HeoOXoaumon g usydenus. Heobxoaumas wunHdopmanus nis
IPOBEIEHUS AUCKYCCUHU JIOJDKHA OBITh MOJIydeHa CTYIEHTOM 3apaHee: TeMa, MPeUI0KEHHBIE IS
00CyXJIeHUSI BOIPOCHI, HCTOUHUKH, KOTOpble HEOOXOAMMO M3Yy4uuTh. Bce 310 HeoOXoaumo st
TOT0, YTOOBI YUaCTHHK JAUCKYCCUU BiIaJesl HHpOopMalnei o TeMe U AUCKYCCHOHHBIM BOIIPOCaM,
cMor 3apaHee C(OpPMYJIUPOBAaTH CBOIO MO3UIMIO MO CIOPY M MOJITOTOBUTH HEOOXOAMMBIE
apryMEHTHI.

4. HenocpeacTBeHHOE NPOBEAEHUE TPYNIOBOM TUCKYCCHHM Ha 3aHATHM. Bemymmii BO
BCTYNHUTEIBHOM CJIOBE HAIIOMUHAET TEMY, LIEJU U 3aJa4d JUCKYCCHUH, IIPeJIaraéMble BOIIPOCHI
st obcyxnaenus. Ilocne BBOIHOTO cioBa BeAYIIMM HayMHAET JUCKYCCHIO IOCTaHOBKOM
BONpOCAa WJIM KOMMEHTApHSMHM 10 Mpobieme, MpUIIaliaeT MPUCYTCTBYIOIUMX BBICKA3aTh

38


https://www.rsl.ru/

COOCTBEHHOE MHEHHE I10 IEepBOMY Bompocy. OH MpeloCcTaBiIsieT CIOBO JKEIAIONUM BBICTYIIHTS,
aKTUBHO COJEHCTBYET €CTECTBEHHOMY Pa3BUTHIO OOCYKICHMS, BTSATMBACT B aKTHBHBIN OOMeH
MHEHHUSIMU BCEX YUaCTHUKOB.

4.1. Bmomnas wuacth. llenmp ee - 3amaTh HEOOXOIUMBIM WHTEIUICKTYaJIbHBIA U
HMOIMOHAIBHBIA HACTPON Ha MPEACTOsIIee 00CYKICHHE TPOOIEMBI.

4.2. Bbicka3plBaHUsl Y4acCTHUKOB JIucKyccud. [lo pesynabraram 0OCYXIEHHs KaXKAOIro
BOIIPOCA BEYIIUH J€JIaeT BBIBOJ U NIEPEXOANUTD K CIIEIYIOIIEMY BOIIPOCY.

5. IlogBenenue UTOroB qUcKyccuu. Beaymuii moaBOAUT UTOTH AUCKYCCHUHU, aHATTU3UPYET
BBIBOJIbI, K KOTOpPHIM MpHUILIM YYaCTHUKH CIOpa, IOAYEPKHUBAET OCHOBHBIE MOMEHTHI
IPaBUIBHOIO MOHMMAaHUS MPOOJIEMbl, NOKA3bIBAET JIOKHOCTb, OLIMOOYHOCTH BBICKA3bIBAaHHM,
HECOCTOSITENIbHOCTh OTJENbHBIX MO3UIMI 110 KOHKPETHBIM BOIIpocaM TeMbl criopa. OH oOpariaer
BHUMaHHME Ha COJEp)KaHUE pedel, TOYHOCTh BBIPAKEHUS MbICIEH, TIIyOMHY M Hay4yHOCTh
apryMEHTOB, IPABUIBLHOCTh YNOTPEOICHNUS MMOHITUH, OLIEHUBAET YMEHHUE OTBEUaTh Ha BOIIPOCHI,
IOPUMEHATh pa3IM4yHble CpEICTBA IIOJEMUKH, OTMEYaeT HauOoJjiee AaKTHBHBIX YYaCTHUKOB
JVCKYCCHH, JaeT PEKOMEHJAluU T0 JajJbHEWIIeMy H3yYCHHIO OO0CYKIaeMOil MpoOIIeMBl,
COBEPILEHCTBOBAHUIO ITOJIEMUYECKUX HABBIKOB U YMEHMH.

[Ipy moAaroToBke K IUCKYCCHUM CTYAEHTY CJEIYyEeT O3HAaKOMHUTBHCA C IIpaBWJIaMU €€
POBE/ICHUS:

- JHMCKYCCHS - 3TO JIEJIOBOW OOMEH MHEHHUSMH, B XOJIe¢ KOTOPOTO KaKIbI YYaCTHHK
JIOJKEH CTapaThCsl pacCcyk1aTh 0ObEKTUBHO;

- BBICTYIUICHUSl JIOJDKHBI IPOXOJWUTH OPraHM30BAaHHO, KaXJbli YYaCTHHK MOKET
BBICTYIIaTh TOJBKO C Pa3pelleHUs] BEIYILEro, MOBTOPHBIE BBICTYIUIEHUS MOTYT OBITh TOJIBKO
OTCPOUYEHHBIMHU, HEJOMYCTUMA NIEpernagKa MeX 1y Y4aCTHUKaMH;

- KaXK/10€ BBICKA3bIBAHUE JI0JIKHO OBITh MOJKPEIJICHO (paKTaMu;

- B OOCYXICHHH CIEIyeT TMPEIOCTaBUTh KAKIAOMY YYaCTHHUKY BO3MOXHOCTb
BBICKA3aThCs;

- KaXX/10€ BBICKA3bIBAHUE, TTO3UIIHS JOJDKHBI OBITH BHUMATEIILHO PACCMOTPEHBI,

- He0OXOJMMO BHMMATEJIBHO CIYIIATh BBICTYIJICHUS OPYTUX, Pa3MBIILIATh HaJ HUMHU U
HA4YMHATh TOBOPUTH TOJBKO TOIJIA, KOTJA MOSBISIETCS YBEPEHHOCTb, YTO Ka)/10€ Ballle CIIOBO
OyzeT cka3aHo 10 Jemy;

- B X0J1¢ OOCYKJECHHS HEJIOMYCTUMO «IEPEXOJUTh Ha JTUYHOCTH», HABEIIMBATh SIPJIBIKH,
JIONyCKAaTh YHUUMKUTEIbHbBIE BHICKA3bIBAHUA U T 1.}

- OTCTauMBaliTe CBOU YOEXJEHHUS B SHEPTUYHOU UM ApKOil (opme, HE yHMKas MpPU ITOM
JIOCTOMHCTBA JIM1A, BBICKA3aBILEr0 IPOTUBOIOJI0KHOE MHEHHUE;

- OpHU BBICKA3bIBAHUM MHEHHI, HE COBIAJAIONIMX C BAlIUM, COXPAHSUTE CIIOKOWCTBHUE,
UCXO0/I U3 TOTO, YTO JIBA YEJIOBEKA U HE MOTYT 00J1aJjaTh OJIMHAKOBBIM MHEHHUEM;

- 11000€ BBICTYIUIEHUE JOJDKHO HUMETh LENbI0 Pa3bsSCHEHUE Pa3HbIX TOYEK 3PEHUS U
IIPUMHPEHUE CIIOPSIINX;

- paccyxiaTb y4YaCTHMKaM IIpeJuiaraeTcsl TOJIbKO IO 33JaHHON Teme, HEoOXOAUMO
u30eraTh JIOOBIX YKIIOHEHUH B CTOPOHY;

- ClleyeT TOBOPUTHh JIAKOHWYHO, IO CYIIECTBY, BO3JIEPKUBATHCA OT PACTSIHYTBIX
BCTymuieHU. OCTpOTy IUCKYCCUM NPUAAIOT TOUYHBIE BHICKA3bIBAHNUS;

- HeoOxoauMo BecTH ceOsi KoppekTHo. He wucmonb3yiite Bpems i BbICKa3bIBaHUS
HEJI0OBOJILCTBA TOMY WJIM HHOMY JIMILY, TeM 00Jiee OTCYTCTBYIOIIEMY.

JlJ1 MOATOTOBKYU K AMCKYCCUU CTYIEHTY PEKOMEHIYeTCsl HCI0JIb30BaTh HAyYHbIE CTaThU
aBTOpOB,  TpeACTaBIeHHble B  OubOnmoreke 1o  aapecy B cethu  «VHTepHeT»:
https://www.elibrary.ru/defaultx.asp?. CtyneHTy HEOOXOIMMO 3apETHCTPUPOBATHCS B HAYUHOM
anekTpoHHON Oubmmoreke Elibrary.ru. Kpome Toro, pekomeHayercs aHauu3 JuccepTanyil 1mo
TeMe JUCKYCCHHM, Uil 4Yero CleayeT 3aperucTpupoBathcsi Ha caite Pocculickoit
rOCY/IapCTBEHHOM OMOIMOTEKH 110 ajpecy B cetd «MHTepHeT»: https://www.rsl.ru.
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Memoouyeckue pexomenoayuu nO CaAMOCMOAMENbHOMY U3VUEHUIO 60ONPOCO8 MeM
Ooucyunnunsl. OTAENbHBIE BOIMPOCH KOHKPETHON TeMbl IIpaBa HE paccMaTpUBAIOTCA Ha
JEKLIMOHHOM WM CEMHUHAPCKOM 3aHATUSAX B CUJIYy OTPaHMUYEHHOCTU 3aHATUHN IO BpeMeHU. B To
K€ BpeMsl TaKhe BOMNPOCHl 0053aTeIbHO JAODKHBI OBITh HM3y4YEHBl CTYACHTOB B CHIY HX
3HAYMMOCTH. BOIpOChl A7 CaMOCTOATENBHOTO H3YYEHHUS 00s3aT€IbHO O3BYYHMBAIOTCS
npenonasaresieM. KpoMe Toro, s OCBOEHHUSI TaKOr0 MaTepualia MpenojaBaTellb peKOMEHIYET
HOPMATHBHBIE TPABOBHIC aKThl, @ TAKXKe HAY4YHYI0 W ydeOHyIo nuteparypy. CTyIOeHT Takxke
MOJKET CaMOCTOSITENILHO MOA00PaTh UCTOYHUKH JJISl U3y4eHUs: 0003HaYeHHBIX BOIIPOCA.

IIpy caMOCTOATENPHOM H3YYEHMM OTAEIBHBIX BOIPOCOB B paMKax AMCLMILIMHBI
oOyuJarorieMycsi peKOMEHyeTcsl KOHCIIEKTUPOBAaTh MaTepual, moMedasi TOT, KOTOPBI BbI3bIBAET
TPYAHOCTH B IOHMMaHuM. B Takux ciayyasx CTYyAEHTY pEKOMEHIYyeTcs OoOpaTHThbCS K
IIPENO0/IaBaTEeI0 33 KOHCYJIbTAllUEH.

Memoouueckue pexomenoayuu no n0OO20MOBKe MyIbMUMeOULIHOU Npe3eHmayuu

1. Paccka3piBaTh MOXKHO TOJIBKO TO, O YeM 3HAeElllb, Kak MUHUMYM, B 10 pa3 Ooublie, yueM
03BYUYHBaEUIb.

2. IlepBwlil cnaiin AODKEH coaepxkaTh Ha3BaHue nokiana, ®HUO u KoopaumHAThI
(opramM3anus/mopa3ieieHue, aapec AJIEKTPOHHOW IMouThl) BhICTymaromero. IIpaBuia
XOpOILIEro TOHA MPEAINONAraloT elle yYKa3aHHe Ha MepBOM (Ia M Ha KakJIOM) Cllaiijie Ha3BaHUs
mMeponpusaTHs. Kaaplii ciaii J0IDKeH HMETh 3ar0JIOBOK M OBITh TPOHYMEPOBAHHBIM B (popMare
1/11.

3. He Bce paBHO, KakuM NPOTrpaMMHBIM IPOAYKTOM II0JIb30BATHCA JUISI HOJArOTOBKHU
npeseHTauuu. Haumbonee pacnpoctpanen ceroguss MS PowerPoint. Ho, nampumep, eciu
Ipe3eHTalusl noAroroBieHa He B TeX, TO ciyliaTenu-MareMaTUKU MOTYT HE BOCHPUHATH
JOKJIaJ] BCEPhE3.

4. Ilpe3eHTanusi HAuMHAETCS C AaHHOTAIMM, T[J€ Ha OJHOM-ABYX CllaiijlaXx JaeTcs
MpeJCTaBlIeHUe, O 4YeM IOoWAeT pedb. bonblias yacTh Mpe3eHTaluil TpeOyeT OrIaleHus
cTtpyktypbl. Ilpu wucnonb3oBanuu TeX 118 MakeTUpoOBaHUSA CTaHJAPTHBIM  111a0JIOH
npezrnonaraeT OToOpaKeHHe CTPYKTYphl DPa3/ieloB NPE3eHTallMd C MOJCBETKOH TEKYIIEro
pazzena Ha Kax/J10M CTpaHUIE, YTO CTAJIO YXKe CTaHJapTOM Jie (GaKTo.

5. Ilpe3eHTanus He 3aMeHsIET, a TONOIHAET Aokiaa. He Hago nucaTe Ha cnaiax To, 4To
Brl coOupaerech ckazatrh cioBamu. OOpaTHOE TOXE BEpHO: MpHU JIOKJIAJE HUKOTJAa HE
3a4UTBIBATE TEKCT CO ciaiaal Bo3aMoKHOE UCKIIOUEHHE — €CIIU MTPE3EHTALMS T0-aHIJINKHCKH, U
Bel He yBepeHbl B Bamem yCTHOM aHIVIMWCKOM, WMMEET CMBICH CcIelaTh Claiabl
CaMOJI0CTaTOYHBIMH, BBIHECS HA HUX BECh (CIIETKa COKpAIEHHBIN) TEKCT TOKIaja.

6. OnTumanbHas CKOPOCTh NMEPEKIIIOUEHUS - OJUH claiia 3a 1—2 MUHYTHI, HAa JEKUIUAX -
710 5 MuHYT. J{ns KpaTKuX BBICTYIJIGHMH JOMYCTMMO [JBa cjlaiijja B MHUHYTY, HO He ObIcTpee.
Cnywmatenu JOJDKHBI YCHEThb BOCHPUHATH HH(OpMalMIO M CcO claiga, M Ha CIyX.
«YHUBepCcaJbHAs» OLICHKA — YHCIO CJIaiJJOB PaBHO MPOJOJDKUTEIBLHOCTH BBICTYIICHUS B
MUHYTaX.

7. 20 pt. Haubonee untabensubiM siBisiercs Arial. OdopmisiiiTe Bce Cnaifibl B € AMHOM
crwie (B TeX MHOroe W3 yYIOMSHYTOTO [ENIAeTCsi «aBTOMaTHuYecku»).>Pasmep mpudra
OCHOBHOT'O TEKCTa — HE MeHee 16pt, 3arooBKu

8. He cnemyet meperpyxarp cinaiiq uHdopmaIimen, nenath MHOTO MeJIKoro Tekcra. [Ipu
MOJTOTOBKE MPE3CHTAIMM PEKOMEHJIYeTCS B MAaKCHUMAaJIbHOM CTENEeHM HCIOJIb30BaTh rpadukH,
CXEMBbl, AuarpaMMbl U MOJENU C UX KpaTkuM onucanueMm. dotorpadum M pUCYHKH [€Iar0T
npecTaBIsieMyl0 MHpopManuioo 0ojiee HWHTEPEeCHOM M IOMOTaroT YAEp)KWBaTh BHUMAaHUE
ayJUTOpPUH, JaBasi BO3MOKHOCTb SICHO IMOHSTH CYTh Ipeamera. JJIMHHbIE NMEPEUUCICHUsS WU
OosbIIMe TaOIUIIBI C YHCIaMHU OECCMBICICHHBI — JIydIlle TOCTPOTe TpauKH.

9. Nmeer cmbica ObITh akKypaTHbIM. HepsauuinBo craenaHHble ciaiiipl (pa3HoOoil B
mpUQTax U OTCTYyIAX, ONIMOKU U ONEYaTKH) BBI3BIBAIOT MOJO3PEHHE, YTO U K COJEpKATEIbHBIM
BOIPOCaM JIOKJIaJYMK MOJOMIEN CIYCTs pykaBa. | OTOBYIO MpE3EHTALMI0 HAJ0 MPOCMOTPETh
BHUMATEJIbHO HECKOJIBKO Pa3 «CBEXKUM» B3TJISI0M; KON pa3 OyaeTre HaXOAUTh 10 HECKOIBKO
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OIE€YaTOK, OIIMOOK MM «HEKpacHUBOCTEi». OCOOEHHO CTOUT 0OpaTUTh BHUMAHUE Ha 3aroJIOBOK,
HaOpaHHBIA 3arinaBHbIME OykBamu. MS Office 3auactyro He mpoBepsieT opdorpaduio B TaKUX
CJIOBax.

10. Ilpu ourymieHMH HEYBEPEHHOCTH IE€pell ayJUTOPUEH WM OYEHb OTBETCTBEHHOM
BBICTYIUIEHUU CJI€AyeT HallucaTh U BBIYYUTb CBOIO pPeYb Ham3ycTh. O3By4MBaHUE OJHOMI
crpanuiel (hopmar A4, mpudt 14pt, moayTOpHBIM MHTEpBaAI) 3aHMMaeT 2 MUHYTHL. HyxHa
TPEHUPOBKA NIEPE]] BBICTYIIJIEHUEM.

11. BaxHo cieauTs 3a BpEMEHEM.

12. Peub u ciaiiipl HE JOJDKHBI COBIANATh, TOTJA MPE3EHTALUs CTAHET «OOBEMHOIN.
Peur pomxna ObiTh Ooyiee momyisipHa u oOpazHa. Craliipl MOTYT CcoJlep)KaTh OoJiblie
«TEXHUYECKHX» MOAPOOHOCTEN: (popMynbl, cxeMbl, Tabauibl, rpadguku. Beerna moamnuceiBaiite
ocH (Kakasi IepeMeHHast U €€ Pa3MEPHOCTb).

13. Henb3s untath GopMyIbl 1 0003HAUCHUS (KHKCY», «3€T U JDKUTOE C TUIBIAON» U T.I1.)
Bo3moxkHOe HckiIoueHne - paccka3z Ha pabodeM ceMHHape mepes, KoJUIeraMHu «TEeXHHYECKUX)
pe3yJbTaToB.

14. TlepBeie xe (pa3bl MOIKHBI MHTpUTrOBaTh. Hampumep, MOXXHO cKa3aThb O TOM,
HACKOJIBKO CJIO’KHOM WJIM HAaCKOJIBKO Ba)KHOM SIBJISI€TCS JIaHHAs 3a/ada, WM O TOM, HAaCKOJIbKO
HEOKUJAHHBIM OyJeT pPelIeHue - 3TO MO3BOJIUT yJep>KaTh BHUMaHUE ciyinaTeneit 1o koHma. Ho
TOrJja KOHIIOBKA JAEWCTBUTENBHO JOJKHA OKA3aThCsl HETPUBUAIBHOM — MHAYe CllylliaTeib Oyaer
pa3zouapoBaH. 3anmomuute, y Bac Tompko 20 cexkyHI B Hayale JOKJaAa s TOTO, YTOOBI
IpuBJIeYb BHUMaHHWE ciymartened. Ecnum 3a 3To BpemMs HE NPO3BYYUT HEUYTO IIOUCTUHE
UHTpUTYIOLIEe (MU XOTs ObI XOpoIllas NIyTKa), BEpHYTh BHUMAaHUE OYJET OYEHb CII0KHO.

15. JIronu nydiie 3aiOMUHAIOT TO, YTO YBUJIEIH MOCIEIHUM!

16. B cepb&3HBIX HAYUHBIX MPE3CHTALUAX HE CIENYET UCII0Ib30BaTh d(h(PEeKThl aHUMAIUU
U U3JIMILHEE «yKpallaTelbCTBOY.

17. 3apanee HeoOXOAMMO MPOAYMaTh BO3MOKHBIE MPOOJIEMBI C TEXHUKOH. 3apaHee
CKOIIMPOBAaTh Ha pabouunii cToi (hailil ¢ mpe3eHTanuel U NIpOBEPUTh, KaKk OH pabOTaeT, ¢ MEPBOIO
70 mocienHero cnaiga. O06s3aTenbHO MMETh NMpU cede KOMUIO MpEe3eHTaluu Ha (udLI-Kapre.
[IpoBeputh, HET M TIPOOIIEM C OTOOpakeHHeM pycckux mmpudto u popmyn. Llenecoodpaszno
uMeTh npu cebe kak PPT mpesenrarnuto (B ciydae moarotoBku npesentanuu B MS Office), Tak u
PDF Bepcuio (1o noka3 PDF Bepcuu mpeseHTanuy aBTOMaTHYECKH HajlaraeT OrpaHUYEHHs Ha
UCTIOJIb3yeMble BU3yalbHbIE 3((EKTHI).

Pewenue npasosvix 3a0au. ]|y 3aKperuieHUs] TEOPETUYECKOTO0 Marepuana, ¢ IelbIo
BBIPa0OTKH y 0O0YyYaromuXcs HaBBIKOB 10 NMPUMEHEHHIO HOPM IpaBa OOydarolUMCS JaeTcs
3aJjaHKe - pellleHNe MPABOBbIX 33/1a4. 3a1a4M JOJDKHBI OBITh PELIeHbl B MUCbMEHHOM Buje. [Ipu
pELIeHNH YKa3bIBaeTCsl TeMa 3a/lauM, 1aeTcsl OTBET Ha KaXKIbI BOIPOC 3a/1a4yM OT/enbHO. OTBET
JIOJDKEH OBbITh TOJHBIM M MOTHBUPOBAHHBIM, COJIEP’KaTh CCHUIKY Ha HPUMEHIEMYI0 HOPMY
npasa.

VYcnoBust 3aaHus W 3a/aud HeoOXOAMMO YMTaTh BHUMaTenbHO. Kaxknoe mpeioxeHnue
MOKET MMETh 3HaueHue s MpaBHIbHOTO pemnieHus. OT oOyuwarouierocsi Tpedyercsi TOYHOE
UCCIIEIOBaHUE H3JIOKEHHBIX OOCTOSATENBCTB, ONpEeNeHHE MPOOJIEeMHBIX MOMEHTOB. Pemienue
JIOJI’KHO OBITH HAIleJIEHO Ha TOT BOIPOC, KOTOPBIH MMOCTABIIEH B 3aJaHUH.

3amaHus, 3a7a4d HEOOXOJUMO pelaTh TakuM oOpa3oM, 4YTOObI pelIeHHe HMENo
BHYTPEHHIOIO CTPYKTYpPY M JIOTUKY M3JI0XKEHHUS MaTepHuaia. [ 1aBHOe MpaBHIIO MPU MOCTPOESHUU
CTPYKTYpBI pElIeHHs] COCTOUT B TOM, YTO B OOJILIIMHCTBE CIy4yaeB CTPYKTypa peleHHs 3aJauu
MIPEAOIPEAEIISIETCSI HOPMAaMHU JEHCTBYIOIIErO 3aKOHOAATENbCTBA.

JIroboe 3amaHue 3aBepuiaeTcs oOMMM BbIBOAOM. [IpuHMMas BO BHUMaHME CeUU(DUKY
IIpEeMETA, JKEIATeIIbHO B BBIBOJAX OINEPUPOBATH CIIOBAMH «COTJIACHO CTaThe...DenepanbHOro
3aKOHA...», «B COOTBETCTBUM C JACUCTBYIOUIMM 3aKOHOJATEJIBCTBOM...». HO OueHb BaxHBI
JMYHOE MHEHHE, PACCYK/IEHUE U OTHOLIECHHE CTY/IEHTA K YCIOBHSIM 33/1a4 U €T0 PEIICHUIO.
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Tema 1. Ilonsitme, meau, 3agauMm U 3HAYeHue Kypca «UndopmanuoHHo-
AOKYMEHTAIlHOHHOE o0ecrieyeHne HPHINYECKO AesITeTbHOCTI.

1. [loocomoexa 00Kk1a0086 - npezeHmayuil 8 COOMEencmaun ¢ 8blOPAHHOU MeMOU

1. Tlomstme, mnpeamer, 3amaunm Kypca «MHDOpMAIMOHHO-TOKYMEHTAIMOHHOE
o0ecrieyeHne FOPUINYECKON ACITEITBHOCTI.

2. Cucrema 1 UICTOYHUKH Kypca.

3. BzauMocBs3b C qPYrUMH OTPACIISIMU POCCUICKOTO TIpaBa.

4. Pa3BuTHE NOHITHS «IOKYMEHT).

5.  IlpaBoBas ¢pyHKIHS TOKYMEHTA.

2. Buinonnenue nucbmenHo20 npaxmuiecko2o 3a0aHus

1. IlpuBeaute IloHsATHE JOKYMEHTOOOOPOTA, CYITHOCTD, TPUHIIUIIBI IOKYyMEHTOO0OPOTA.

2. Onpepenure MECTO JOKYMEHTALMOHHOTO O0ecreyeHns Kak AUCHUILUIMHBI B IPAaBOBOM
cucreMe Pocculickon @enepanuu.

3. Bbzenure coBpeMeHHblEe NPoOJIEMbl pa3BUTUS JOKyMeHTooOopoTa B Poccuiickoii
®denepauuu.

JlonoTHUTe/IbHbIE HCTOYHUKH U JIUTEPATypPa AJs NOATOTOBKH:

1. beikoBa, T. A. JlokyMeHTalIMOHHOE 00€CTIeueHrE YIIPaBICHUS (I€TOTIPOU3BOICTBO) :
yuebHoe mocobue / T.A. breikoBa, T.B. Kysuenona, JI.B. Cankuna; moxn ob6m. pen. T.B.
KysnenoBoii. — 2-e¢ u3z., nepepad. u pom. — MockBa: UTHO®PA-M, 2020.— 304 c. + Jom.
MaTepuaisl [DIeKTpoHHbIH pecypc]. — (Briciiee oOpa3oBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekct: anekTponnsii. - URL: https://znanium.com/catalog/product/1078152

2. TopoxoBa, C. C. Opunnueckass TexHHMKa: Y4eOHMK M MPAKTUKYM IS
akanemudeckoro Oakanmaspuara / C. C. I'opoxoBa. — Mocksa : UznatenbctBo IOpaiit, 2019. —
317 c. — (bakanaBp. Cnenmamuct. Maructp). — ISBN 978-5-534-00408-3. — Texkcr :
anextponHbii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/432892

3. TI'pozoBa, O. C. Jlenonpou3BoJACTBO: ydeOHOe IMocobue JyId aKaJeMHUYecKOro
OakanmaBpuata / O. C. I'pozoBa. — Mocksa: UzgartensctBo HOpaiir, 2019. — 124 c. —
(Yuusepcutersl Poccun). — ISBN 978-5-534-06787-3. — Texkcr: anexkrponusiit // 9BC FOpaiit
[caitT]. — URL.: https://urait.ru/bcode/438790

4. TposzoBa, O. C. Jlenonmpou3BojAcTBO: y4yeOHOE TMOcoOHe I aKaJeMHUYECKOro
6akanmaBpuata / O. C. I'pozoBa. — Mocksa: UznarensctBo HOpaiit, 2019. — 124 c. Tekcr:
anekTponubiit // IBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HudopmannoHHbIe TEXHOJOTHH B JOKYMEHTAIIHOHHOM OOECIIEYeHUH YIIPABICHUS H
apxuBHOM Jene: yueOHuk 1 By30B / H. H. Kynaes, T. B. Konapamosa, E. B. Tepentbesa, A.
I'. ®abpuunos / mox obur. pea. H. H. KynsieBa. - Mockga: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekcr: anexkrponnsit. - URL: https://znanium.com/catalog/product/1211641

6. Kabamos, C. FO. AHTHKOpPYIIIHOHHAS IKCTIEPTH3a HOPMATHBHBIX IPABOBBIX aKTOB
U MPOCKTOB HOPMATHBHBIX MPABOBBIX AKTOB: OpraHM3allds U BONPOCH JOKYMEHTHUPOBAHHS :
yue6. nocobue / C.}O. Kabamos, FO.C. KabamoB. — Mocksa: UHOPA-M, 2019. — 240 c. —
(Boiciiee obpasoBanue: bakanaBpuat). — www.dx.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekct: anextponnsiid. - URL: https://znanium.com/catalog/product/1026942

7. Kamanuna, T. B. FOpuanueckas texnuka: Yuebuuk / Kamanuna T.B., - 2-e u3n.,
nepecmotp. - Mocksa: IOp.Hopma, HUL] UTH®PA-M, 2015. - 496 c. Tekcr: aneKTpOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. JlokxymentoBenenne: yueonuk / H. H. Kynses, 1. H. Ypanos, A. T'.
®abpuunoit; nmox pen. npod. H. H. Kynaesa. - 2-e usn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast yauBepcuretckast oubmmoteka). - ISBN 978-5-98704-329-5. - Tekcr: >1MeKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/1211628
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9. [Ilamacenko, }J. A. Jlenonpous3BOACTBO: JOKYMEHTAIMOHHOE obOecreueHue
ynpasnenus: YueoHoe nocooue / [Tanacenko HO0.A., - 3-¢ uszn. - Mocksa: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakanaBpuar). Texkcr:  anexkrponssii. -  URL:
https://new.znanium.com/catalog/product/542773

10. IIpaBoBble ¥  OpraHU3ANMOHHBIE OCHOBHI  MPOTHUBOICHCTBHS  KOPPYIIIHH:
MEXIYHAPOJAHBIA M POCCHHCKUM OMBIT: COOPHUK MaTepHayioB MeEXIyHApOIHONH HAay4dHO-
npakTudeckoit kondepenuuu / nmox pen. E. B. Bypnunoi, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: onektponnbid. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CyznebHoe nenomnpousBoacTBo: yuebHoe nmocodoue / B. B. UBupos. -
Mocksa: PI'YIL, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekcr: snexktponHsiii. - URL:
https://znanium.com/catalog/product/1195543

12. Yypwunos, A. 10. FOpuanyeckoe Aem0mpon3BOACTBO: yueOHOE mocoOue s By30B /
A. 1O. YUypmiioB. — 2-e uzn., ucnp. u gon. — Mocksa: M3narensctBo Opaiit, 2020. — 202 c.
— (Beiciiee obpazomanme). — ISBN 978-5-534-13734-7. — Tekct: snektponHsiii // DbC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/466645 (nata ooparienus: 11.11.2020).

Tema 2. CTpykTypa 10KyMeHTa: (pOPMYJISIP COBPEMEHHOI0 AOKYMeHTa. OCHOBHbIE
KATerOpHuM COBPEMEHHOI'0 J0KYMEHT000opoTa.

1. [loocomoexka 00K1a008 - npe3eHmayuil 8 COOMEemcmeauu ¢ 8blOPAHHOU MeMOU
YHubukanus u cTaniapTu3aius J0KyMEHTOB.
DopMyIIsip COBPEMEHHOTO YITPABICHUYECKOTO JOKYMEHTA.
PexBusutsl, pernamentupyemsie ['OCT.
TpeGoBanwus K 0pOPMIICHUIO PEKBU3HUTOB.
[Topsimox o00OO3HAUeHHS HAaWMEHOBAHMS OpraHU3allMd - aBTOpa JOKYMEHTa,
CIpaBOYHBIC TaHHBIE 00 aBTOpPE JTOKYMEHTa, MOPSA0K 0POPMIICHHS TOYTOBOTO ajpeca.

6. Ocobennoctu oopmiieHus: pekBuU3nTa aapecata. [IpaBuna ohopmieHuss peKBU3UTA
«J1aTa TOKyMEHTa.

7. TlpaBoBbIE OCHOBBI yJOCTOBEPEHHS NOKYMEHTa — IMOIMKCH, Me4aTh, YTBEPKACHUE,
COTJIACOBAaHWE, BU3HUPOBAHUE.

8. Ortmerku Ha fokyMeHTe. TpeboBaHUE K COJEPKAHUIO U OPOPMIICHHUIO PE3OITIOLIHH.

orwdPE

2. Bovinonnenue NUCbMEHHO20 NPAKMUYECKO20 3a0aHUsL
1. CocTaBuTh 3aBEpPEHHYIO OTIIETIOM KaJapoB JoBepeHHOCTh OT 23.09.2021 Ha mpaBo
MOJTy4eHHUs 3apabOTHON TUIATHI.
Hauanpauk cmyx0b1 cosita OOO «Berac» r. Jlennnoropck Banentuna IlerpoBna Eroposa
JIOBEpsIET 3aMECTUTENI0 pyKoBoauTens mo obmum Bompocam AHHe KophHeeBHe Tpodumonoit
MOJIyYUTh 3apabOTHYIO ATy 3@ aBI'YCT MECHIL.
Jlannbie EropoBoii:
[Tacnopt cepun 9203 Ne 458796 Beiman OB/ r. JIlennnoropcka 06.09.2001
[Tpoxxusaert: r. Jlennnoropck np. [lammna 33-14
Hannsie TpodumoBoii:
[TactiopT cepuu 9205 Ne 449796 Beyman [ POB/ r. Jlenunoropcka 06.10.2005
[TpoxwuBaert: r. Jlenunoropck mnp. Jlenuna 6-14

2. Coznatpe npeseHtanuto B nporpamme Power Point Ha Temy «CucreMbl ynpaBieHUs
3JIEKTPOHHBIM JIOKYMEHTO000pOTOM». B KauecTBe ci1aiiJoB peKOMEHAYETCS CIIEIYIONIHE:
1. Tema
2. Uctopusi pOCCUHCKOTO phIHKA CHCTEM 3JIEKTPOHHOTO IOKYMEHTO000pOoTa
3. [lonmynspHbIe CHCTEMBI SJIEKTPOHHOTO TOKyMeHTooO0opoTa B Poccun
4. Ilenu MCTIONB30BaHUS CUCTEM YIIPABIIEHUS JIEKTPOHHBIM 000pOTOM
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JlonotHUTe/IbHbIE HCTOYHUKY U JIUTEPATypa JJisl IOATOTOBKH:

1. beikosa, T. A. JlIokyMeHTaIIMOHHOE OOECTICUeHUE YITPaBICHUS (IEIOTPON3BOICTBO) !
yueOnoe mocobue / T.A. beixoma, T.B. Kysnemosa, JI.B. Cankuna; mox o6m. pen. T.B.
Ky3nenoBoii. — 2-e¢ u3z., nepepad. u pom. — Mocka: UTHOPA-M, 2020.— 304 c. + Jom.
MaTtepuaibl [DIeKTpoHHbIN pecypc]. — (Bricmiee o6pa3oBanue: bakamaBpuar). - ISBN 978-5-
16-004805-5. - Tekcr: anextponHbiit. - URL: https://znanium.com/catalog/product/1078152

2. Topoxosa, C. C. IOpunnueckass TexXHHMKA: Y4YeOHUK H TPAKTUKYM IS
akagemudeckoro 6akanaBpuara / C. C. I'opoxoBa. — Mocksa : UznatensctBo FOpaiit, 2019. —
317 c. — (bakanaBp. Cnemmaysmct. Maructp). — ISBN 978-5-534-00408-3. — Tekcr :
anextpouHbiit // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/432892

3. IpozoBa, O. C. Jlemonpous3BOACTBO: y4eOHOE MOCOOME I aKaIEeMHUYECKOTO
OakamaBpuata / O. C. I'pozoBa. — MockBa: UsnmarensctBo FOpaiir, 2019. — 124 c¢. —
(Yausepcutetsl Poccun). — ISBN 978-5-534-06787-3. — Tekct: anexrponnsiii // DbC FOpait
[caitT]. — URL.: https://urait.ru/bcode/438790

4. TpozoBa, O. C. Jlenmompou3BOACTBO: Yy4eOHOE MOCOOHME Ui aKaIeMHYEeCKOTro
OakamaBpuata / O. C. I'po3oBa. — Mocksa: MznatensctBo FOpaiit, 2019. — 124 c¢. Tekcr:
anextponnsii / DBC KOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HudopmannoHHbIe TEXHOJOTHH B JOKYMEHTAIIHOHHOM OOECIICYEHUH YIPABICHUS H
apxuBHOM Jene: yueObnuk st By3oB / H. H. Kynaes, T. B. Kongpamosa, E. B. Tepentnena, A.
I'. ®abpuunos / mox obur. pea. H. H. KynsieBa. - Mockga: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekcr: snmexkrponnsiii. - URL: https://znanium.com/catalog/product/1211641

6. KabGamos, C. FO. AHTHKOPPYNIIMOHHAS HKCTIEPTH3a HOPMATHBHBIX IPABOBBIX AKTOB
U MPOEKTOB HOPMATHBHBIX IMPABOBBIX AKTOB: OpraHU3alUsi U BOMPOCH JIOKYMEHTUPOBAHHS :
yue6. mocobue / C.1O. Kabamos, FO.C. KabamoB. — Mocksa: UHOPA-M, 2019. — 240 c. —
(Beiciree oOpasoBanue: bakamaBpuar). — Www.dX.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekct: anextponnsiid. - URL: https://znanium.com/catalog/product/1026942

7. Kamanuna, T. B. FOpuanueckas texnuka: Yuebuuk / Kamanuna T.B., - 2-e u3n.,
nepecMoTp. - Mocksa: Op.Hopma, HULl UH®PA-M, 2015. - 496 c. Tekct: aneKTpOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. lokxymentoBenenue: yueobnuk / H. H. Kynses, /I. H. Ypanos, A. T.
®abpuunoit; nmox pen. npod. H. H. Kynaesa. - 2-e u3n., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast yauBepcuretckast oubmorteka). - ISBN 978-5-98704-329-5. - Tekcr: >1MeKTPOHHBIN. -
URL.: https://znanium.com/catalog/product/1211628

9. [TIlamacenko, lO. A. Jlemonpou3BOACTBO: JOKYMEHTAIIMOHHOE OOeCIeueHue
yrnpapneHus: YueOnoe nocobue / [Tanacenko HO.A., - 3-e uzn. - Mocka: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakamaBpuar). Texkcr:  anektponnsii. -  URL:
https://new.znanium.com/catalog/product/542773

10. IlpaBoBble ®  OpraHU3AIMIOHHBIE OCHOBBI  TPOTHUBOJACHCTBHS  KOPPYIIIIHH:
MEXYHApOAHBI M POCCUICKMI ONBIT: COOpPHUK MaTepuanoB MexXayHapoJHOW Hay4yHO-
npakTuueckoi koHpepenuuu / nox pen. E. B. bypaunoit, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: onektponnsii. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CynebHoe nemonpounsBozicTBo: yuyeOHoe nocobue / B. B. UBupos. -
Mocksa: PI'VII, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snextponnbii. - URL:
https://znanium.com/catalog/product/1195543

12. Yypwos, A. 0. IOpumndeckoe AeI0mpon3BOACTBO: ydeOHOE TOCOOHE sl BY30B /
A. 1O. YUypunoB. — 2-e u3z., ucnp. u gon. — Mocksa: U3natensctBo Opaiit, 2020. — 202 c.
— (Bwicmiee obpazoBanme). — ISBN 978-5-534-13734-7. — Texkct: snextponnsiid // IBC
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/466645 (nara o6pamenus: 11.11.2020).
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Tema 3. TocymapcTBeHHOe peryJiMpoBaHHe B  00JaCTH  COBPEMEHHOIO
1eJIONPOM3BO/ICTBA.

1. [loocomoexa 00Kk1a008 - npezeHmayuil 8 COOMEencmaun ¢ 8blOPAHHOU MeMOll

1. HopmaruBHO-TIpaBOBBIC aKThI, pEryIHPYOIIKe chepy AeTOMPON3BOACTBA.

2. OcHoBHble 3akoHbl  Poccmiickoit  ®enmepanuu, peryJupyroIIMe  BOMPOCH
UH(OPMAIMOHHO-AOKYMEHTAIIHOHHOTO 00ECTICUeHUS FOPHINICCKON e TEIbHOCTH

3. Meronuyeckue TOKyMEHTHI IO JEIONPON3BOACTBY NPEANPUIATUNA U OPTaHU3ALIUN.

2. Bvinonnenue nucbMeHHO20 NPaKmuiecKko2o 3a0aHus

1. OxapakTepu3yiTe CYIIHOCTh 3aKOHHOCTH JUCIUILIMHBI U CIIOCOOBI UX 00eCTieueHus B
MH(OPMALIMOHHOM M JIOKYMEHTAllMOHHOM OOECIEUYEHUHU B EATEIbHOCTH MPAaBOOXPAHUTEIbHBIX
OpraHoB.

2. OxapakTepu3yiTe rocyJ1apCTBEHHbI KOHTPOJIb U €r0 BUIbI.

3. [IpuBenuTe MeTO b OOLIEHAI30PHOM EATEIBHOCTH.

4. [IpuBeaute HopMbl pearipoBaHUs Ha BBISBICHHbIC HAPYIICHUS 3aKOHHOCTH.

JlonoTHUTe/IbHbIE HCTOYHUKH U JIUTEPATypPa AJs NOATOTOBKH:

1. beIkoBa, T. A. JlokymeHTanmoHHOE oOecnieueHue YIIPABJICHUS
(menompousBocTBO) : yueOHoe nocodbue / T.A. beikoBa, T.B. Ky3uenona, JI.B. Cankuna; non
o6m1. pea. T.B. Ky3uenoBoii. — 2-¢ u3j., nepepad. u gorn. — Mocksa: MTHOPA-M, 2020.— 304
c. + Jlon. MmaTepuansl [ DneKTpoHHBIH pecypc]. — (Bricuiee oOpa3oBanue: bakanaspuar). - ISBN

978-5-16-004805-5. - Texcr: AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1078152

2. I'opoxoBa, C. C. IOpuauueckas TexHUKa: Y4YEOHUK M TPAKTUKyM IS
akagemuueckoro OakanaBpuara / C. C. I'opoxoBa. — Mocksa : UznatensctBo Opaiit, 2019. —
317 ¢. — (bakamaBp. Crnemumamuct. Maructp). — ISBN 978-5-534-00408-3. — Tekcer
anekTpounslit / IBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/432892

3. I'pozoBa, O. C. [enonpou3BoJCTBO: y4eOHOE MOCOOMEe ISl aKaJeMHUYECKOTO
6akanaBpuata / O. C. I'pozoBa. — MockBa: UznarensctBo [Opaiit, 2019. — 124 c. —

(Yuusepcutetsl Poccun). — ISBN 978-5-534-06787-3. — Tekcrt: anexrponnsiii // 9BC Opait
[caiiT]. — URL: https://urait.ru/bcode/438790

4, I'pozoBa, O. C. Jlenompous3BOACTBO: y4eOHOE MOcoOHue ISl aKaaeMHUYECKOTO
6axanaBpuata / O. C. I'po3oBa. — MockBa: NU3narensctBo FOpaiit, 2019. — 124 c. Tekcr:
anextponHbiit / DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

S. WNHdpopManinoHHbIE TEXHOJIOTUH B IOKYMEHTAIIMOHHOM O0OECIIEYEHUH YIPABICHUS
u apxuBHOM Jnene: yaeOHnuk s By3oB / H. H. Kynaes, T. B. Kounpamosa, E. B. Tepentsena, A.
I'. ®abpuunos / mox obur. pen. H. H. Kynsesa. - Mocksa: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekct: anexkrponnsiid. - URL: https://znanium.com/catalog/product/1211641

6. Kabamos, C. KO. AHTHKOppYNIMOHHAs 3KCIEPTH3a HOPMATUBHBIX MPABOBBIX
aKTOB M MPOEKTOB HOPMATHUBHBIX TMPABOBBIX aKTOB: OPTaHMU3AINS M BOIPOCH! TOKYMEHTHPOBAHUS
: yue6. mocobue / C.}O. Kabamos, FO.C. Kabamo. — Mocksa: UHDOPA-M, 2019. — 240 c. —
(Beicuiee oOpasoBanue: bakamaspuar). — Www.dx.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekcr: anextponnsbIit. - URL: https://znanium.com/catalog/product/1026942

7. Kamanuna, T. B. FOpuanueckas texauka: YueOnuk / Kamanuna T.B., - 2-e u3n.,
nepecMoTp. - Mocksa: Op.Hopma, HULl UH®PA-M, 2015. - 496 c. Tekcr: neKTpOHHBINA. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. JloxymentoBenenue: yueOnuk / H. H. Kynses, /. H. Ypanos, A. T.
®abpuunoit; mox pen. mpod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast ynuBepcuterckas 6ubnuoreka). - ISBN 978-5-98704-329-5. - TekcT: 21eKTpOHHBIN. -
URL: https://znanium.com/catalog/product/1211628
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9. [Tanacenko, HO. A. Jlenompou3BOJACTBO: JIOKYMEHTAllMOHHOE oOOecredeHue
ynpasienus: YueoHoe nocooue / [Tanacenko FO.A., - 3-¢ uszn. - Mocksa: PUOP, UHOPA-M,

2016. - 112 c¢. - (BO: bakanaBpuar). Texkcr:  anexkrtponnsidi. -  URL:
https://new.znanium.com/catalog/product/542773
10. IIpaBoBbIE M OpPraHU3allMOHHBIE OCHOBBI IPOTUBOJEHCTBHUS  KOPPYILMU:

MEXIYHAPOJAHBIA M POCCHHCKUM OMBIT: COOPHUK MaTepHalioB MeXIyHapOIHON Hay4YHO-
npaktudeckoit kondepenuuu / nmox pen. E. B. Bypnunoi, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: onektponnbid. - URL:
https://znanium.com/catalog/product/1194821

11.  Yswmpos, B. B. Cyne6Hoe aenonpous3BoAcTBO: yueOHOe ocodue / B. B. Upupos. -
Mocksa: PI'YIL, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekcr: snexktponHsiii. - URL:
https://znanium.com/catalog/product/1195543

12.  UYypwuios, A. 1O. KOpuanueckoe 1ea0npou3BoICTBO: yaeOHOE MOcoOue /It By30B
/' A. YO. UypunoB. — 2-e uza., ucnp. u npon. — Mocksa: M3natenscTBo FOpaiit, 2020. — 202 c.
— (Beiciiee obpazomanme). — ISBN 978-5-534-13734-7. — Tekct: snektponHsiii // DbC
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/466645 (nara o6pamenus: 11.11.2020).

Tema 4. Pa6oTa ¢ oOpameHUsAMH TpaskaaH, 3HaueHne, ocodeHHocTu. Ucnosib3oBaHue
COBPEeMEHHBIX  HH(POPMANMOHHBIX  TEXHOJOTHH B  /JeATeJbHOCTM  OPraHoB
rocy/1apcTBEHHOI0 YIPaBJIEHUsSI U MECTHOT0 CAaMOYIIPaBJIeHHs

1. [loocomoexa 00Kk1a0086 - npezeHmayuil 8 COOmMeEenmcmesuu ¢ 8blOPAHHOU MeMOl

1. IIpaBoBbie OCHOBBI pabOTHI ¢ OOpAILIEHUSIMU TPaKJIaH.

2. IlpuHnunel, 3HaYeHHE W OCOOCHHOCTH PA0OTHI C OOPAIICHUSMHU Tpa)</IaH.

3. TIlpaBo rpaxxmgan Ha JOCTYI K WH(OPMAIIUH.

4. 3HayeHHMe U OCOOCHHOCTH WHCIIOJIb30BAHME COBPEMEHHBIX HWH(POPMAIIMOHHBIX
TEXHOJIOTHIi B JICATEIBHOCTH OPIraHOB TOCYAAPCTBEHHOTO YIIPABIECHUS W MECTHOTO
caMOyTIpaBJIeHUs.

2. Buinonnenue nucbmMeHH020 npakmuiecko2o 3a0aHus
1. CocraBbTe cxemy «Bubl oOpallieHuii rpax/iad B OpraHbl MECTHOTO CaMOYIPaBICHUS»
2. CocraBbTe KapTOUKy JUYHOIO IIPUEMA I'paXk1aH

JlonoTHUTeIbHBbIC HCTOYHUKH U JIMTEPATypa AJs MOATOTOBKH:

1. beikoBa, T. A. JlokyMeHTalIMOHHOE 00€ecTieueHre YIIpaBiIeHUs (JIeTONMPOU3BOICTBO) :
yuebHOe mocobue / T.A. breikoBa, T.B. Kyszuemnona, JI.B. Cankuna; mon ob6m. pen. T.B.
Ky3snenoBoii. — 2-e¢ u3z., nepepad. u nom. — Mocka: UHOPA-M, 2020.— 304 c. + Jom.
MatepHaisl [DnekTpoHHbIl pecypc]. — (Boicmiee oopazoBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekct: anekTponnsiid. - URL: https://znanium.com/catalog/product/1078152

2. Topoxosa, C. C. IOpunnyeckas TexHHKA: Yy4YeOHUK M TPAKTUKYM IS
akanemuueckoro OakanaBpuara / C. C. 'opoxoBa. — Mocksa : M3gatensctBo FOpaiit, 2019. —
317 c. — (bakanaBp. Cnemmamuct. Maructp). — ISBN 978-5-534-00408-3. — Texkcr :
snexktponHsiit / DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/432892

3. TI'pozoBa, O. C. Jlenonpou3BoJACTBO: ydeOHOe Mocobue JUId aKaJeMHYeCKOro
OakamaBpuata / O. C. I'pozoBa. — MockBa: UzgatensctBo [Opaiir, 2019. — 124 c. —
(Yuusepcutersl Poccun). — ISBN 978-5-534-06787-3. — Texkcr: anexkrponusiit // 9BC FOpaiit
[caitr]. — URL.: https://urait.ru/bcode/438790

4. TpozoBa, O. C. Jlenompou3BojACTBO: y4eOHOE TMOCOOHME M aKaJeMHUYECKOro
6akanmaBpuata / O. C. I'pozoBa. — MockBa: UznarensctBo HOpaiit, 2019. — 124 c. Tekcr:
anektponHbIi / DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HMHpopmanmoHHbIe TEXHOJIOTHH B JOKYMEHTAIIMOHHOM OOECIeUeHUH YIpPaBJICHUS U
apxuBHOM Jene: yueOHuk 1 By30B / H. H. Kynaes, T. B. Konapamosa, E. B. Tepentbesa, A.
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I'. ®abpuunos / mox obur. pea. H. H. Kynsiea. - Mockga: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekcr: sanexkrpounsiii. - URL: https://znanium.com/catalog/product/1211641

6. Kabamos, C. 0. AHTHKOppYNIIMOHHAS 3KCTIEPTU3a HOPMATUBHBIX MPABOBBIX aKTOB
U TPOCKTOB HOPMATHBHBIX TPABOBBIX aKTOB: OPraHM3alUs W BOMPOCH JOKYMEHTHUPOBAHHS :
yue6. mocobue / C.}O. Kabamos, FO.C. KabamoB. — Mocksa: UHOPA-M, 2019. — 240 c. —
(Beiciiee oOpasoBanue: bakamaBpuat). — Www.dX.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekcr: anextponnsbiit. - URL: https://znanium.com/catalog/product/1026942

7. Kamanuna, T. B. FOpunuyeckas texauka: YueOnuk / Kamanuna T.B., - 2-e u3n.,
nepecMoTp. - Mocksa: Op.Hopma, HULl UTH®PA-M, 2015. - 496 c. Tekcr: 25eKTpOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. loxymenTtoBenenue: yueOnuk / H. H. Kynses, 1. H. Ypanos, A. I'.
®abpuunoit; mox pea. npod. H. H. Kynaesa. - 2-e uzn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast ynuBepcuterckas oubmuoreka). - ISBN 978-5-98704-329-5. - TekcT: 31eKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/1211628

9. [TIlamacenko, lO. A. Jlemonmpou3BOACTBO: JOKYMEHTAIIMOHHOE OOECIeueHUe
ynpasneHus: YueOnoe nocodbue / [Tanacenko FO0.A., - 3-e uzn. - Mocksa: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakanaBpuar). Tekcr:  anekrponsusii. -  URL:
https://new.znanium.com/catalog/product/542773

10. IIpaBoBBle W  OpraHM3AIMOHHBIC OCHOBHI  MPOTHUBOICHCTBHS  KOPPYIIIHH:
MEXIYHAPOJHBI M POCCUHCKHI ONBIT: COOPHHUK MarepuanioB MExIyHapOJHOW HaydyHO-
npaktudeckoit koHdepenuuu / mox pen. E. B. Bypnunoi, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: onekrponnsid. - URL:
https://znanium.com/catalog/product/1194821

11. Yswupos, B. B. Cynebnoe aenonpoun3BoacTBo: yueOHoe mocobue / B. B. UBupos. -
Mocksa: PT'VIL, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekcrt: anexkrponHsiii. - URL:
https://znanium.com/catalog/product/1195543

12. Yypuios, A. 0. IOpumudeckoe Aea0mpon3BoACTBO: yueOHOE TOCOOHE Ui BY30B /
A. 10. Uypunos. — 2-e u3a., ucnp. u aon. — Mocksa: U3narenscto FOpaiit, 2020. — 202 c.
— (Bspicmee obpaszoBanme). — ISBN 978-5-534-13734-7. — Texkct: snextponnsiid // 3BC
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/466645 (nara o6pamenus: 11.11.2020).

Tema 5. OcoGenHocTH HH(POPMANMOHHO -TOKYMEHTALIMOHHOIO o0ecrevyeHUs: B
YroJI0BHOM NpoIecce 1 aIMUHUCTPATHBHOM TPOU3BOACTBE.

1. Iloocomoska 00Kk1a008 - npezeHmayuii 8 COOMeemcmeul ¢ 6blOPaAHHOL MemMou

1. OcobeHHOCTH HH(POPMAIMOHHO - JOKYMEHTAIMOHHOTO O00ECIeUYeHUs] B YTOJOBHOM
nporiecce;

2. llonsTtne u BUIBI JOKYMEHTOB HUCIIOJIb3yEMBIX B YTOJOBHOM IPOIECCE.

3. TpebGoBanus K  JOKyMEHTaM, HCIIOJB3yeMBIM B YrOJOBHOM  IpoIlecce.
Oco0eHHOCTH COCTaBIIEHUSI JIOKYMEHTOB.

4, Ocobennoctn WH(POPMAITMOHHO - JOKYMEHTAI[MOHHOTO OOeCTeueHHs B
QIMUHUCTPATHBHOM TIPOM3BOCTBE.

5. TloHsATHE W BHJIBI TOKYMEHTOB HCIIOIB3YEMBIX aIMUHUCTPATUBHOM IPOU3BOJICTRBE.

2. Buinonnenue nucoMeHH020 NpaKmuiecko2o 3a0aHus

1. TlpuBenute OCOOEHHOCTH HCIOJB30BAHUS AIIEKTPOHHOM WH(pOpMalMU B KauecTBE
JI0KA3aTeNNbCTB 110 YTOJIOBHOMY JIEITY

2. Uzyuute crateio 15 depepanmpHoro 3akona ot 22.12.2008 N 262-®3 (pexa. ot
08.12.2020) "O6 obecrneueHnu n0CTyna K WHGOPMAIMH O JACSITEIBHOCTA CYI0B B Poccuiickoi
Oepnepaunn". CocTaBbTe KPaTKyIO CIIPaBKY.

IlOHOJIHI/ITeHLHLIe NCTOYHUKHU U JUTEPATYpPA QI NOATOTOBKH:
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1. beikosa, T. A. JlIokyMeHTAIIMOHHOE OOECTICUeHUE YIIPaBICHUS (IEIOMPON3BOICTBO) !
yaeOnoe mocobue / T.A. beixoma, T.B. Kysnenosa, JI.B. Cankuna; mom o6m. pen. T.B.
Ky3nenoBoii. — 2-e u3z., nepepad. u pom. — MockBa: UTHOPA-M, 2020.— 304 c. + Jom.
MaTtepuaibl [DIeKTpoHHbIN pecypc]. — (Bricmiee o6pa3oBanue: bakamaBpuar). - ISBN 978-5-
16-004805-5. - Tekcr: anextponHsiit. - URL: https://znanium.com/catalog/product/1078152

2. Topoxosa, C. C. IOpunnueckass TexHHMKA: Y4YeOHUK M TPAKTUKYM IS
akagemudeckoro OakanaBpuara / C. C. I'opoxoBa. — Mocksa : UznatensctBo HOpaiit, 2019. —
317 c. — (bakanaBp. Cnenmaysmct. Maructp). — ISBN 978-5-534-00408-3. — Tekcr :
anexktponHbii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/432892

3. I'pozoBa, O. C. Jlemonmpou3BOACTBO: y4eOHOE TMOCOOME I aKaJIeMHYECKOTO
OakamaBpuata / O. C. I'pozoBa. — MockBa: UsnmarensctBo FOpaiir, 2019. — 124 c¢. —
(Yausepcutetsl Poccun). — ISBN 978-5-534-06787-3. — Tekct: anexrponnsiii / ObC HOpait
[caiiT]. — URL.: https://urait.ru/bcode/438790

4. TI'poszoBa, O. C. Jlemompou3BOACTBO: Yy4yeOHOe TmOocoOMe IS aKaJeMHYECKOTO
OakamaBpuata / O. C. I'po3oBa. — Mocksa: MznatensctBo FOpaiit, 2019. — 124 c¢. Tekcr:
anextponnbiii / DBC KOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/438790

5. HH}popManMOHHBIC TEXHOJIOTHH B JJOKYMEHTAIIMOHHOM OOECIICUCHUH YIPABJICHUS U
apxuBHOM Jene: yueObnuk st By3oB / H. H. Kynaes, T. B. Kongpamosa, E. B. Tepentnena, A.
['. ®abpuunos / mox obur. pea. H. H. KynsieBa. - Mockga: Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekcr: snmexkrponnsiii. - URL: https://znanium.com/catalog/product/1211641

6. Kabamos, C. 0. AHTHKOppYIIIHOHHAS 3KCIIEPTU3a HOPMATUBHBIX TPABOBBIX aKTOB
U MPOEKTOB HOPMATHBHBIX IMPABOBBIX AKTOB: OpraHU3allMs U BOMPOCHI JOKYMEHTUPOBAHUSA :
yue6. mocobue / C.}O. Kabamos, FO.C. KabamoB. — Mocksa: UHOPA-M, 2019. — 240 c. —
(Beiciree oOpasoBanue: bakamaBpuar). — Www.dX.doi.org/10.12737/5240. - ISBN 978-5-16-
009878-4. - Tekct: anextponnsiid. - URL: https://znanium.com/catalog/product/1026942

7. Kamanuna, T. B. FOpunudeckas texnuka: YueOnuk / Kamanuna T.B., - 2-e¢ u3n.,
nepecMoTp. - Mocksa: Op.Hopma, HUL[ UH®PA-M, 2015. - 496 c. Tekcrt: neKTpOHHBIN. -
URL.: https://new.znanium.com/catalog/product/491346

8. Kynses, H. H. loxymentoBenenune: yueonuk / H. H. Kynses, 1. H. Ypanos, A. I'.
®abpuunoit; moxa pex. npod. H. H. Kynaesa. - 2-e u3z., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBast yauBepcuretckas oubmoteka). - ISBN 978-5-98704-329-5. - Tekcr: >1MeKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/1211628

9. [TIlamacenko, 0. A. Jlemonpou3BOACTBO: JIOKYMEHTAIIHOHHOE oOOecIeveHne
yrnpapneHus: YueOHnoe nocobue / [Tanacenko HO.A., - 3-e uzn. - Mocksa: PUOP, UHOPA-M,
2016. - 112 c¢. - (BO: bakamaBpuar). Texkcr:  anektponnsii. -  URL:
https://new.znanium.com/catalog/product/542773

10. IIpaBoBele W  OpraHU3ANMOHHBICE OCHOBBI  MPOTUBOACHCTBHUS  KOPPYIIIHH:
MEXIYHApOAHbI M POCCUICKMI ONBIT: COOpPHUK MaTepuanoB MeXayHapoJHOW Hay4yHO-
npakTuueckoi koHpepenuuu / nox pen. E. B. bBypaunoi, JI. FO. ®omunoii. - Mocksa: PI'VII,
2020. - 340 c. - ISBN 978-5-93916-835-9. - Tekcr: onekrtponnsii. - URL:
https://znanium.com/catalog/product/1194821

11. Ysupos, B. B. CynebHoe nemonpounsBojcTBo: yuyeOHoe nocobue / B. B. UBupos. -
Mocksa: PI'VII, 2016. - 335 c. - ISBN 978-5-93916-501-3. - Tekct: snextponnbii. - URL:
https://znanium.com/catalog/product/1195543

12. Yypuos, A. 0. IOpumudeckoe AeI0mpou3BOACTBO: ydeOHOE TTOCOOHe ISl BY30B /
A. 1O. YUypunoB. — 2-e u3z., ucnp. u gon. — Mocksa: U3natensctBo Opaiit, 2020. — 202 c.
— (Bswicmiee obpazoBanme). — ISBN 978-5-534-13734-7. — Texkct: snextponnsiid // IBC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/466645 (nata oopamenus: 11.11.2020).

Tema 6. OcoOeHHocTH WHPOPMANMOHHO JOKYMEHTAIMOHHOIO o0ecrevyeHUsi B
rpasKIaHcKkoM mnpou3BoacTBe. IOpuamyeckass OTBETCTBEHHOCTb TOCYJAAapPCTBEHHBIX
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CIyKalllMX M HHBIX Pa0OTHHUKOB, 3aHATBHIX B cdepe AeJONPOM3BOACTBA B OpraHax
rocyJapCTBEHHOI0 YNIPAaBJIeHUsI 1 MECTHOI0 CAMOYIIPABJICHHS.

1. [loocomoexa 00Kk1a0086 - npezeHmayuil 8 COOMEencmaun ¢ 8blOPAHHOU MeMOU

1. Ocobennoctu WH(OPMAIMOHHO - JOKYMEHTAI[MOHHOTO O00eCIeYCHHSI B
IPaXXJIAaHCKOM TIpOIIecce.

2. TloHsATHEe ¥ BHIBI TOKYyMEHTOB HCIOJIB3YEMbBIX B TPaXKTAHCKOM TIpOIECCe.

3. TpeboBanuss K JIOKyMEHTaM, HUCIOJb3yeMBbIM B TPaXXIAHCKOM nporiecce.
Oco0eHHOCTH COCTaBIEHUS JIOKYMEHTOB.

4. IOpuauueckas OTBETCTBEHHOCTh TOCYJAAPCTBEHHBIX CIIY)KAIIUX U MHBIX PAOOTHUKOB,
3aHATBHIX B cepe IEIONPOU3BOJCTBA B OpraHax TOCYAApPCTBEHHOTO YIPABICHHUS U MECTHOTO
caMOYyTIpaBIICHHUS.

2. Bvinonnenue nucbMeHHO20 NPaKmuiecko2o 3a0aHus

1. CocraBbTe cxemy «Buabl IpoOBEpOK HATHUUS KOH(DUICHINATBHBIX TOKYMEHTOB)

2. OxapakTepu3ylTe pojib U MECTO BHYTPUOOBEKTOBOIO M IPOIYCKHOTO PEKUMOB B
CUCTEME 3allUThl HH)OPMALIUK TPEITPUITUS.
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