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|. AHHOTAIIUS

1. e 1 3a129M AUCHUTITAHBI

Llesb10 OCBOCHUS TUCIMILIMHBI SBISCTCSA: U3YYCHUE OCHOB JIOKYMEHTAI[HOHHOTO
oOecreyeHHs JCSATEIbHOCTH OPraHOB T'OCYJapCTBEHHOW BJIACTH M YIPABICHHS, a
TaKe CUCTEMBbI PABOOXPAHUTEIIBHBIX OPTaHOB.

3amagyaMi  OCBOCHHS JWCIMIUIAHBI SBIISIOTCS: TNPHOOpETEHUE 3HAHUH O
CpeIcTBax ® CIoco0ax oOpraHu3anuu  paboThl ¢ JOKYMEHTaMH, O MeCTe
JICITOTIPOU3BOICTBA B OOCCIICUCHUH YIIPABICHUYECKOM JESATEIBHOCTH, O TEXHOJIOTUSX
JOKYMEHTHPOBAHHUS OpTraHU3aI[MOHHO-TIPABOBBIX, pacTopsANTEIbHBIX,
UH(POPMAITMOHHO-aHATMTHYCCKUX,  CIPABOYHBIX  JIOKYMEHTOB, O CHCIUPUKA
OpraHu3anuy paboThI C MPOIECCYATbHBIMU JIOKYMEHTAMH

2. MecTo mucuuiuiaabl B cTpykrype QOII

Jucimumaa  «HOpuauyecke JOKYMEHTbDY OTHOCHUTCS K JUCHUIUIMHAM YacTd
yyeOHOro mjaHa, (opMHpPYeMOM Yy4aCTHHMKaMH OOpa3oBaTeNIbHBIX  OTHOLICHH.
OcBauBaetcs Ha 2 Kypce, 4 cemecTp.

Jucrmmumza «HOpuaudeckue JOKyMEHTBD> IPEAIoNaracT TECHYIO JIOTUYECKYI0 U
COZEPKATETBHO-METOIMUECKYIO B3AUMOCBSA3b C APYITMMHU JUCHUILUIMHAMU, U3y4acMbIMH B
By3e: Teopusi rocymapcrsa u npasa, Mcropust rocygapcrsa u npaBa Poccun, Hcropust
TOCYAapCTBa U MpaBa 3apyOeKHbIX cTpaH, KOHCTUTYIIMOHHOE TTPpaBo, AIMUHHCTPAaTUBHOE
1paBo, [ paxnanckoe mmpaso. M3ydenne kypca «FOpuauueckue TOKyMEHTBD> HEBO3MOKHO
0e3 3HaHMM MW YMEHHMH, TMOJYYEHHBIX CTyJI€HTaMHd TpU HU3YyYEHUU Kypca
«IIpaBooxpaHuTenbHbIE OpraHbl», «Teopus rocygapcTBa W mpaBa» (HEOOXOIUMBIMA
NPEAIECTBYIOIIUI MUHUMYM).

3. O0béM TUCHMIIMHBI U1 CTY/IEHTOB OYHOW (hOpMBbI 00YUeHHUsI COCTABIISIET 2
3a4€THBIC €AUHUIIBI, /2 aKaJeMHUYeCKHX 4aca, B TOM YHCJIe KOHTAKTHASL ay/IUTOPHAS
padoTa: npakTUuYecKre 3aHATUs — 36 4acoB, caMOCTOsATeIbHAsI padoTa — 36 4acos.

O0bEéM MCUMIIMHBI IJIS1 CTYAEHTOB 32049H0# OopMBbI 00y4eHUsI COCTABIISIET 2
3a4€THBIE €IMHUIBL, 72 aKaJIEeMUYECKHX 4aca, B TOM YHUCIICE KOHTAKTHASl ayJAWTOPHAasi
padora: nexkuuu — 2 yaca, NMPaKTUYECKUE 3aHATHUS — 6 YacoB, CaMOCTOSITEIbHAsA
padora - 60 gacoB, KOHTPOJIb — 4 YJaca.

4, TlepeyeHb IUIAHMPYEMBbIX PpPe3yJbTATOB OO0y4YeHUs] MO JUCHUILIHHE
COOTHECEHHBbIX ¢ IUIAHMPYEMbIMH Pe3yJibTATAMU OCBOCHHUSI 00pPa30BaTeIbHOM

MPOrpaMMbI
dopmupyeMble
KOMIIETEHIIUH Ilnanupyemble pe3yJbTaThl 00yUeHUsl MO JUCIUTLIMHE
YK-4. Cnocoden 4.1. BeiOupaeTr cTuiab OOIICHUS HA PYCCKOM SI3bIKE€ B 3aBUCHMOCTH OT
OCYHIECTBJISATH e ¥ YCIOBUH MapTHEPCTBA; aJanTHPYeT peub, CTUJIb OOIIEHUS U
1€eJIOBYI0 SI3BIK )KECTOB K CUTYaIIMsIM B3aHMOICHCTBHS.
KOMMYHUKanuio B | 4.2. Bezner naenoByro NEpENuCKy Ha PYCCKOM S3bIKE C YYETOM
YCTHOM M 0COOEHHOCTEH CTHIIMCTHKU OPHUITHATBHBIX U HEO(PHUIIUATBHBIX ITHCEM.
nucbMeHHoi popmax | 4.3. Bener nenoByr NepenucKky Ha MHOCTPAHHOM SI3BIKE C YYETOM
HA rocyJIapCTBEHHOM | OCOOCHHOCTEH CTUIMCTUKHM O(ULHMATBHBIX MMHCEM M COLUOKYIbTYPHBIX
si3pike Pocemiickoil | pasnuyui.
Denepanum u 4.4, BwmonHseT 18 JWYHBIX IEJNed TepeBoll O(DHUIMANIBHBIX U




HHOCTPAaHHOM(BIX)
sizbIKke(ax)

npo(eCCUOHATBHBIX TEKCTOB C MHOCTPAHHOTO sI3bIKa Ha PYCCKUH, ¢
PYCCKOTO s13bIKa Ha UHOCTPAHHBIH.

4.5. IlyOnuyHO BBICTYNAET HA PYCCKOM  SI3BIKE,
BBICTYIUICHHE C YYETOM ayJIUTOPUU U LIeJTU OOIICHHUS.
4.6. YCTHO TIpeACTaBISIET pPE3yJbTaThl CBOEWU JIEATEILHOCTH Ha
WHOCTPAHHOM SI3bIKE, MOXET TMOJJAepXkaThb pa3roBOp B XOJAE HUX
00CYyKIeHUSI.

CTPOUT CBOE

ITIK-7. Cnocoden
OCYILIECTBJISATH
MOJATOTOBKY
IOPHINYECKHX
JTOKYMEHTOB

[IK-7.1. TIpuMeHsIeT IOPUIUYECKYI0 TEPMHHOJIOTHIO, HEOOXOIUMYIO
JUTSL COCTABJICHUS IOPUANYECKUX JTOKYMEHTOB, JEMOHCTPUPYET HABBIKU
COCTABJICHHS OCHOBHBIX BHJOB IOPHUJIWYECKUX JIOKYMEHTOB B
MIPABONPUMEHHUTEILHON IS TEIILHOCTH Ha OCHOBE THUIIOBBIX (DOPM.
[IK-7.2. OnpenensieT BUA U COACPKAHUE IOPUANYECKUX JTOKYMEHTOB,
HEOOXOAUMBIX  JUIs COCTaBJICHHS B Pa3IUYHBIX cepax
npodecCuoHAIbHON IOPUTNYECKON JIEeITEIbHOCTH, YSICHSIET
coJiepKaHue JOKYMEHTOB, COCTABJICHHBIX JIPYTUMU JUIIAMHU.

[IK-7.3. Pa3pabarpiBaeT HOPHIAWYECKHE TOKYMEHTBI, IOPOXKIAOIINE
onpeNeEHHbIe OPUAMYECKUE TOCIEACTBUS U HANpaBJICHHbIE Ha
pErylupoBaHue OIpeneEHHBIX OTHOIICHUNH B KOHKPETHOH CUTyalluu
podecCHOHATLHON FOPUINIECKON IS TeITLHOCTH.

5. ®dopMa NPOMEKYTOUHOH ATTECTANMM OJisi CMYOEHMO8 OYHOU U 3A0YHOLL
Gopmwvl 00yuenus — 3auet (2 Kype, 4 cemectp).

6. SI3bIK MpenoAaBaHus — PYCCKUIL.
. COAEP KAHUE JUCHUIIJIMHBI, CTPYKTYPUPOBAHHOE
1O TEMAM (PA3AEJIAM) C YKASAHUEM OTBEJAEHHOI'O HA HUX
KO/NMYECTBA AKAJEMHUYECKHUX YACOB 1 BU/10B

1. Jlnst cTyAeHTOB 04HOii hopMbl 00yUeHHUSI.

VYyeOHast mporpamma — Bcero | KonrtaktHas pabota (dac.) | CamocrosiTenbHa
HaMMEHOBAHHE PaA3/IETIOB U TEM (uac.) s pabota (4ac.)
Jlexuyu | IIpakTuueckas
pabota
1. [Ipenmer, coJiepKaHue, 8 4 4
3agaun kypca  «FOpunmueckue
JIOKYMEHTBD)
2. Hcropus pa3BUTHUSA 8 4 4
Jenonpoun3BocTea B Poccuu
3. [Tonstue JIOKYMEHTA. 8 4 4
CsoiictBa pokymeHnTa. [lpusHaku
byHKIMH, KJ1accupuKanus
JJOKYMEHTOB.
4, O6mme  TpeboBaHUsA K 8 4 4
OpOpPMIICHHIO  JOKYyMEHTOB  H
0JIAaHKOB JJOKYMEHTOB.
5. Cucrembl JOKyMEHTAIIUU 8 4 4
6. Opranuszanus CITYKOBI 8 4 4
JIeJIOTIPOU3BO/ICTBA




7. Opranuszanus 8 4 4
JIeITOTIPOU3BO/ICTBA o
MPEAJIOKECHUSM, xKamobam u
3asBJICHHUSIM TPaKJIaH

I
I

8. IOpuanueckre TOKyMEHTHI. 8

9. OCHOBBI IOPUTNYECKON 8 4 4
TEXHUKHU.

HUTOI'O 72 36 36

2. Jlasi cTyieHTOB 3204HOI (hOpMBbI 00yUY€eHHSI.

Yyebnas mporpamMma — Bcero KonrakTHas padora (uac.) | Ko | CamocrosT
HaNMEHOBAHUE PA3/EIOB U TEM (uac.) HT ebHas
po pabora
b (dac.)

Jleknn [IpakTuueckas
U pabora

1. [Ipenmer, cojep)KaHue, 10 2 8
3amaun  kypca  «lOpuauueckue
JTIOKYMEHTBI»

2. Uctopus pa3BUTHS 8 8
JenonpousBozacTBa B Poccun

3. Ilonsarue JIOKYMEHTA. 10 2 8
CaoiictBa JokymeHTa. [lpusnaku
GyHKIHIH, KJIaCCU(UKALIUS
JIOKYMEHTOB.

4, Oo6mue TpeOOBaHMS K 8 2 6
oopmieHHIO JOKyMEHTOB u
0JIaHKOB JOKYMEHTOB.

S. Cucrembl JOKyMEHTAIIUU 8 2 6

6. Opranu3zanus CITYKOBI 6 6
JICIIOTIPOU3BO/ICTBA

7. Opranu3zanus 6 6
JIEJIONPOU3BOJICTBA 1o
MPEIJIOKECHUSM, *Kanobam u
3asIBJICHUSIM TPAKJIaH

(o]
N
(@]

8. KOpuanueckrie TOKyMEHTHI.

9. OCHOBBI IOPUIMYECKOM 6 2 6
TEXHUKH.

HUTOI'O 72 2 6 4 60

I1l. OBPA3OBATEJIBHBIE TEXHOJIOTUHA

1. Jlnsi cTyeHTOB 04HOii opMBbI 00yUeHHs.

Vuebnas porpamma — Bun 3ansaTus OObpazoBaTenbHbIE
HAaNMEHOBAHUE PA3/IEJIOB U TEM TEXHOJIOTHH

1 .Ilpeamer, coaepxaHue, 3a7auu [IpakTueckue 3aHATHS Mo3rooit
Kypca «Opuanieckue mTypM

JIOKYMEHTBI»




2. Hcropus pa3sBUTHUSA IIpakTrueckue 3aHATHS JleGatbl
Jnenonpoun3BoicTBa B Poccuu
3. ITonsTne JOKYMEHTA. IIpakTrueckue 3aHATHS Pemenue ka3ycos
CroiictBa gokyMmeHTa. IIpusnaku
byHkuuy, Kiaccuukanms
JOKYMEHTOB.
4. OOmme  TpeGoBaHHs K IIpakTrueckue 3aHATHS ITanenpHasA qucKyccus
0(QOpPMIICHHIO  JIOKyMEHTOB  H
0JIaHKOB JOKYMEHTOB.
S. CucremMpl JOKyMEHTaUU [TpakTryeckue 3aHsATH Penienue ka3zycoB
6. Opranu3zanus CITY>KOBI [TpakTrueckue 3aHsATHS Pemenue ka3zycoB
JEJI0NPOU3BOJCTBA
7. Opranu3zanus IIpakTrueckue 3aHATHS IToaroroBka MpoOEKTOB
JIEJIONPOU3BOJICTBA 1o JIOKyMEHTOB
MPEAJIOKECHUSM, xKamobam u
3asBJICHUSIM I'paXK1aH
8. IOpuanueckue TOKyMEHTBI. [TpakTrueckue 3aHATUS ITonroroBka MpoeKkToOB
JIOKYMEHTOB
9. OcHoBBI IOpUANYECKON [TpakTHueckue 3aHATHU ITonroroBka MpoeKkToB
TEXHUKHU. JIOKYMEHTOB
2. JIns CTYIeHTOB 3204HOM (POPMBI 00yUeHHS.
YyeOHast nporpamma — Bun 3anstus OO0pazoBaTeibHbBIE
TE€XHOJIOTUHU

HAWMMCHOBAHHC pa3ac/IOB U TEM

1 .Ilpeamer, comepxaHue, 3agaqu
Kypca «Opunnyeckue
JIOKYMEHTBI»

Jlexuusa

Mo3rosoii wrypm

2. Ucropus pa3BUTHUS
Jenonpoun3BocTea B Poccun

3.Ilonarue nokymenta. CBoICTBa
nokymenTa. [lpusHaku ¢yHKIUH,
KJaccu(UKalus JOKYMEHTOB.

HpaKTI/IquKI/Ie 3aHATUA

IToaroroBka IMpOEKTOB
JTOKYMEHTOB

3. OOmme  TpeGoBaHHs K [TpakTyeckue 3aHATHS [ToaroToBka MpoeKToOB

opOpMIICHHIO  JIOKyMEHTOB  H JIOKYMEHTOB

0JIaHKOB JOKYMEHTOB.

4. CucTeMbl TOKyMEHTaUU [TpakTUdeckue 3aHATHS [ToaroToBka MpoOEKTOB
JIOKYMEHTOB

S. Opranu3zanus CITY>KOBI

JIeJIOTIPOU3BO/ICTBA

6. Opranu3zanus

JIeNIOTIPOU3BO/ICTBA o

MIPEIOKEHUAM, xKanobam "

3asBJICHUSIM I'PaXKJIaH

7. IOpuandeckne TOKYMEHTHI.

8. OcHOBBI IOPUINYECKOM

TEXHUKH.

IV. OIEHOYHBIE MATEPUAJIBI JJ151 TPOBEJEHUS TEKYIIEN U
MNPOMEXYTOYHOU ATTECTAIIUU

O1eHOYHbIEe MAaTEePHAJIBI JIJISI IPOBEJACHUS TEKYIIIEH ATTECTAIIMH




1. Iloocomoska nucbmenno2o omeema Ha meopemu4ecKue 60npocol .

1. [aiite omnpeneneHue NOHATHIO  (JIOKYMEHTAllMOHHOE  oOecredyeHue
YIPABJICHUS.

2. Kak Bbl TOHMMaeTre TEPMHH  «JOKyMeHTHpoBaHHe»?  Kaxumu
HOPMATHBHBIMH aKTaMH PETIAMEHTUPYETCS MPOLIECC CO3MaHUSI TOKyMEHTa?

3. Yto Takoe «JOKYMEHT» U KaKOBBI €r0 (PYyHKITHH?

4. Kakwe Buapl HocuTenel wuHpopmanuu cymecTByroT? Kakue BHIIBI
uHbOpMaIMU CYIIECTBYIOT B Ballleil opranu3anuu’?

5. Kak BBl T1NOHMMaeTe TEPMHH «3IJEKTPOHHBIM JOKymeHT»? Kakue
HOPMATHBHBIE aKThl PErJIAMEHTUPYIOT MCIIOJIb30BAHUE 3JIEKTPOHHBIX JTOKYMEHTOB B
YUPEXKIACHUH, OPraHU3ann?

6. KakumMu  HOpPMATHBHBIMH  aKTaMU  PETYJIUPYETCAs  JESATEIBbHOCTD
JICJIONPOU3BOACTBEHHBIX CIy:K0? Kakue I0KyMEHTBI COCTaBISIOT HOPMATHBHO—
OpaBoByl0  0a3y  JIOKyMEHTALlMOHHOIO  OOECHeYeHUsi  YIpaBJICHUS  Ballen
opra"uzanuu’?

7. Kaxosa poms ciyx06s1 IOY B yupexaeHnu, opraHu3aiim?

8. Kak Bbl nNoOHMMaere TEPMHUHBI  «CUCTEMa  JOKYMEHTaUW» MU
«yHU(PUIUPOBAHHAS CUCTEMA JOKYMEHTALUN»?

9. Korna u moyemy pa3palaThiBatOTCs YHU(MUIMPOBAHHBIE CHCTEMBI
JIOKYMEHTAIUU?

10. Kakue HOpMaTHBHBIE aKThl OTPEACIISAIOT MOPSAIOK 0QOPMIICHHS] PEKBU3UTOB
JOKYMEHTOB?

2. Paspabomaiime npezeumayuio no_meme: Op2anuzayusi mexkyue20 XpaHeHus
OOKYMEHMO8.

3. Hatioume 6 unmepnem u npoanaiusupyume poauK, NOCEIUleHHbLI OOKYMEHIMY
KaKk cpeocmey nepeoaqu ungopmayuiu.

4. INoo2comosbme dcce Ha memy: «3Hauyenue npasoso2o _O0OKYMEHMA 6 Npasoeoll
cucmeme obuecmeay.

OneHouYHbIe MATEPHAJIBI /LIS IPOBEJIEHUS NIPOMEKYTOYHOM aTTeCTAllUU

VYK-4. Cnoco0OeH oCymecTBIsATh JEI0BYI0 KOMMYHHUKAIIMIO B YCTHOM U MUCHMEHHOM
dbopmax Ha rocynapcTBeHHOM si3bike Poccuiickoit deaepariun ¥ HTHOCTPAHHOM(BIX)
s3bIKe(ax).

4.1. BeiOupaer cTWib OOIIEHUS HA PYCCKOM SI3BIKE B 3aBUCUMOCTH OT LIEIU H
YCIIOBUM MapTHEPCTBA; aJanTUPYeT pedb, CTWIb OOIIEHUS M S3bIK JKECTOB K
CUTyalusM B3alMOJICHUCTBUS.

4.2. Bemer neNoOBYH TMEPENMHUCKY HAa PYCCKOM S3BIKE C YYE€TOM OCOOCHHOCTEM
CTHJIMCTUKHU OPUITHAIBHBIX ¥ HEO(DUITMATLHBIX ITHCEM.

4.3. Bener nenoByr0 MEPENUCKYy Ha MHOCTPAHHOM SI3bIKE C YYETOM OCOOCHHOCTEH
CTHUJIUCTUKHU OPUIIUATIBHBIX MTUCEM U COLIUOKYJIBTYPHBIX Pa3JIMUUM.

4.4. BpITIOHSAET IJIs JIMYHBIX LieJield mepeBoa OQUIMAIBHBIX U TMTPOPECCHOHATIBHBIX
TEKCTOB C MHOCTPAHHOTO SI3bIKa Ha PYCCKHH, C pyCCKOTO $I3bIKa Ha MHOCTPAHHBIH.



4.5. I1lyOnu4HO BBICTYMAET HA PYCCKOM SI3bIKE, CTPOUT CBOE BBICTYIUICHHE C YYETOM
ayJIMTOPUU U L€ OOLIEHUS.

4.6. YCTHO Ipe/ICTaBIIsI€T pe3yIbTaThl CBOCH AEATENHHOCTA HA UHOCTPAHHOM SI3BIKE,
MO>KET MOJIEPKATh PA3roBOP B XOJE UX 00CYXKACHUS.

1. TloaroToBbTE MPOEKT OOpAICHUS B TOCYAaPCTBEHHBIN OpTaH.

2. IlogroroBbTe TPOEKT OTBETAa TOCYJAPCTBEHHOTO OpraHa Ha oOpaIieHue
rpaKIaHUHA.

3. IloaroToBUTh BBICTYIUICHHE HA PYCCKOM SI3BIKE IO BOMPOCY HAJICKAIIETO

oopmiteHus1 AOTOBOPA KYTLIH-TIPOIAXKH.

[ToAroTOBBTE MPOEKT JOTOBOPA JAPCHUS HEABMKMMOCTH POJICTBCHHUKY.

[ToAroTOBBTE MPOEKT AEITOBOTO MHUCHMA.

[Tonroroswte IlonoxkeHne 0 Apecc-koie 00yUJaroIuXcs By3a.

Breibupate cTHIB  OOHICHWSI HAa  PYCCKOM  sI3BIKE M TMOATOTOBUTH

COOTBETCTBYIOIIYIO PeYb (MMMCHbMEHHO) B COOTBETCTBUHU C MPABUIIAMU JIEJIOBOTO

ATUKETA Ha MPEANPUITHH, aJalNTUPYS Pedb, CTUIIb OOIIEHUS U SI3bIK KECTOB K

CUTYaIIUsIM B3aUMOICHCTBHSI.

No ok

IIK-7. Cnioco0eH ocylecTBJISATh MOATOTOBKY IOPUANYECKUX JOKYMEHTOB

[IK-7.1. TlpuMeHseT IOPUINYECKYIO TEPMHUHOJIOTHIO, HEOOXOAMMYIO  JJIA
COCTaBJIEHUS IOPUIMYECKUX JIOKYMEHTOB, JAEMOHCTPUPYET HABBIKA COCTABIICHUS
OCHOBHBIX  BHJIOB  IOPHJAMYECKMX  JOKYMEHTOB B  MIPaBONPUMEHUTEIHHON
JEATEIIbHOCTH Ha OCHOBE TUMOBBIX (POPM.

[1K-7.2. OnpeaensieT BUJ U COJIEPKAHUE IOPUIUUECKUX JTOKYMEHTOB, HEOOXOAMMBIX
JUIL  COCTaBJICHUSI B pa3luuHbIX cdepax mnpodecCHoHANBHON IOPUANYECKON
JESTEIBHOCTH, YACHSET COIEPKaHUE IOKYMEHTOB, COCTABJIICHHBIX IPYTMMHU JIULAMHU.
[1K-7.3. Pa3pabatrbiBaeT 10pUAMYECKUE JOKYMEHTHI, MOPOKIAIONINE OMpeIeIEHHbIC
IOPUANYECKUE ITIOCIEACTBUS W HANPABICHHBIE HA PETYJIMPOBAHUE ONPENCIEHHBIX
OTHOIIEHWH B  KOHKPETHOM CHUTyallun TPO(PECCHOHATBLHON  IOPUINYECKON
JIESITEBHOCTH.

1. Pazpaboraiite mnpeseHTanuio mno Teme: OpraHuzaius TEKYLIEro XpaHEHUs
JIOKYMEHTOB.

2. Haiigute B MHTEpPHET W MPOAHATM3UPYHTE POJHK, MOCBSIICHHBIN JOKYMEHTY
KaK CpeJICTBY niepeaayu uHpopmaiuu.

3. IloaroroBeTe 3cce Ha Temy: «3HaYEHHE MPABOBOTO JOKYMEHTa B MPABOBOM
cucTeMe oOLIECTBAY.

4. TloaroroBbTe  MPOEKT  CyA€OHOrO0  pelIeHHs [0  MPEeIJIOKEHHON
npenojaBareneM dadyie.

5. TloaroroBpTe HMPOEKT OMpENENICHUS CyAa O MOATOTOBKE Jejia K CyIeOHOMY
pa30upaTeNnbCTBY M0 NMPEITIOKEHHON TIpenoaBarenieM dadyie.

6. I[logroroBeTe MPOEKT KamoOBI B MPOKypaTypy IO MPEIIOKEHHOU

npenojaBareneM dadyie.

[ToaroToBBTE NPOEKT JOJKHOCTHOW MHCTPYKLMHU FOPUCKOHCYIIBTA.

8. Paspemure kazyc 1o mpeasioKeHHON MperoaBaTesieM CUTyaluu.

=~



[IpomexxyTouHas aTTecTalsi MPOBOAUTCS B (opMe 3ayeTa MyTeM COYETAHMS
MHUCHbMEHHON U YCTHOUM (hOPMBI.

KPUTEPUM OLIEHUBAHUS TUIOBBIX 3AJIAHUI

JUISI TIPOMEKYTOYHOM ATTECTALIAA

1. KpHTele/l OLHCHMBAaHUA YCTHOI'O / MICbMEHHOI'0 0TBETAa

[HIkama
OLIEHUBAaHUS

Kpurtepuu onienuBanus

5- ypOBEHb

CtyaeHT TiIyOOKO U COJAEpXKATEIbHO PACKPHIBAET OTBET Ha
KaXKJbI TEOPETUYECKUN BOMPOC, HE JOMYCTUB OMMOOK. OTBET
HOCHUT Pa3BEPHYTHIN U MCUEPIBIBAIOIINI XapaKTED.

4-i1 ypoBEHb

CTyneHT B LIEJIOM PacKpbhIBAET TEOPETUUECKUE BOMPOCHI, OJIHAKO
OTBET XOTS OBl HA OJWH W3 HUX HE HOCUT Pa3BEPHYTOIO U
MCYEPIIBIBAIOIIETO XapaKkTepa.

3-i1 ypOBEHb

CTyneHT B 1I€JIOM PacKpbIBa€T TEOPETHUUYECKUE BOMPOCHl U
JOITYCKAET PsAJI HETOUHOCTEMU.

2-11 ypOBEHb

CTYILGHT q)parMeHTapHo PaCKPbBIBACT COACPKAHUC
TCOPCTUUCCKHUX BOIIPOCOB HIIM HX PACKPBIBACT COACPZKATCIIBHO,
HO OOITYCKas 3HAYUTCIbHBIC HCTOYHOCTH.

1-i1 ypoBeHb

CTyneHT He 3HAeT OTBETOB Ha IOCTaBJICHHBIC TEOPETUUCCKUE
BOTIPOCHI.

2. Kpurepumn oueHuBaHus dcce.

[IIkama
OIlEHUBaHUS

Kpurepun onieHuBanus

5-if ypOBEHb

Marepuan H37I0K€H YETKO W JAKOHWYHO (2-3 cTpaHUIbI).
CyxneHuss © apryMeHThl pacKpbIBalOTCSI C OMOpPOM Ha
TEOPETUIECKHE TOJIOKEHUS, BHIBOABI U (DAKTHUECKHUI MaTepHuall.
IIpuBenena coOctBeHHast mno3uiusg.  CoOCTBeHHAs TO3ULIMS
aBTOpa apryMeHTUpOBaHa (MpUBEIEHO 0Oojiee  OAHOTO
aprymeHnTa); pabota HOCUT mnpoOsieMHbI XxapakTep. Keiic
OTJIMYAETCs  OPUTMHAIBHOCTHIO  TNOCTAHOBKU  NPOOJIEMBI.
Marepuan CTPYKTYypUPOBaH, U3JIaraeTcs JIOTHYECKH
nocienoBareabHo. Pabora odopmiieHa B COOTBETCTBHH  C
YCTaHOBJICHHBIMU TPEOOBAHUSIMH.

4-i1 ypoBeHb

Tema B memom packpeita. IlpeacraBieHa coOCTBEHHAs MO3UINS
0e3  JIOCTAaTOYHOTO IIOSCHEHHMS WM  COOCTBEHHAS ITO3MIIUS
npeAcTaBjieHa, HO TIPUBEICHO XOTA OBl JBa apryMeHTa.
CyxJeHus ¥ aprymMeHThbl NPUBEACHBI C OMOPOM HAa TEOPUIO, HO
HEJIOCTATOYHO MCIOJIb30BaH (DAKTUYECKUN MaTepual.

3-ii ypOBEHb

Tema B 1ieniom packpseita. [IpencraBieHa coOCTBEHHAS TTO3UIIMS C




HEJ0CTaTOYHOW apryMeHTanue u 06e3 JOCTaTOYHOIO MOSCHEHUS
WIK COOCTBEHHAas MO3UIUS MPEACTaBICHA, HO MPUBEACH TOJIBKO
onuH aprymeHT. CyXJeHUs U apryMEHThl PUBEACHBI C OMOPOM
Ha TEOpHI0, HO 0€3 UCMOJIb30BaHMs (JaKTUUECKOr0 Marepuaia

Bompoc He packpeir. Pabora He oTBeuaeT TpeOOBaHUSM,
MpeabABIIEMBIM K 3cce. CoOCTBEHHAs MO3UIIUS HE MPECTaBIICHA

2-11 ypoBeHb | U He packpbiTa. Colep:kaHne OTBETA HE JJaeT MPEACTABICHUS O €
nonnManuu. CyIecTBEHHbIE HEIOCTAaTKH B 0hopmiieHuU paboTh
(HET CHOCOK).

1-ii ypoBeHb | 3ajaHuE HE BBINOJIHEHO.

3. Kpurepuu onennBanus keiica

[HIxama
OIlEHUBaHUS

Kpurepun onennBanus

5-if ypoBeHb

Marepuan H3J0KEH YETKO M JAKOHUYHO (2-3 CTpaHulpbI).
CyxJeHuss W apryMEHTbl pacKpbIBalOTCS C ONOPOH Ha
TEOPETUUECKHE TOJIOKEHUsS], BBIBOABI U (PAaKTHUECKUI MaTepHall.
IIpuBenena coOctBeHHass mno3unus.  CoOCTBEHHash MO3UIUS
aBTOpa apryMeHTHUpoBaHa (IpUBEAEHO Oojiee  OJHOIO
aprymeHTa); paboTta HOCUT mHpoOieMHbId Xapaktep. Keiic
OTIMYAETCS  OPUTMHAIBHOCTBIO  IMOCTAHOBKH  MPOOJIEMBI.
Martepuan CTPYKTYpHUPOBaH, u3Naraercs JIOTUYECKH
nocienoBaTeabHo. Pabota odopmieHa B COOTBETCTBUU C
YCTaHOBJICHHBIMU TPEOOBAHUSIMH.

4-i1 ypOBEHb

Tema B nienom packpeita. llpencraBnena coOCTBeHHas! O3UIUS
0e3  JOCTaTOYHOTO TOSICHEHUS WJIM  COOCTBEHHAs TMO3UIUSA
NpeNCTaBlieHa, HO TPHUBEJACHO XOTS OBl JIBa apryMeHTa.
CyxXneHust 1 apryMEHTbl IIPUBEJICHBI C OMOPOM Ha TEOPHUIO, HO
HEJ0CTATOYHO MCIOJIb30BaH (DaKTHUECKU MaTepual.

3-if ypOBEHb

Tema B 1iesioM packpsita. [IpeacraBinena coOCTBEHHAs TO3UIIMS C
HEJIOCTaTOYHOM aprymMeHTanueil u 6e3 J0CTaTOYHOIO MOSCHEHUS
UM coOCTBEHHAs MO3UIIMSI TPEACTaBIEHA, HO MPUBEIAEH TOJIBKO
oauH apryMeHT. CyXJeHus U apryMeHThl IPUBENICHBI C OMOPOi
Ha TEOPHI0, HO O€3 UCTIOJIb30BaHUS (PAKTUUYECKOI0 Marepualia

Bonpoc He packpeiT. PabGota He oTBedaer TpeOOBaHUSM,
PEaBABIIEMBIM K 3cce. CoOCTBEHHAs TIO3UIIHS HE TIPEACTaBIeHA

2-1i ypOBEHb u He packpbita. CofepkaHne OTBETa HE JAaeT MPEJCTaBICHUS O €€
noHuManuu. CyIecCTBEeHHbIE HEJOCTATKU B OPOpMIICHUHN PabOTHI
(HET CHOCOK).

1-i ypoBeHB 3aaHue HE BBITIOJIHEHO.

V. Y4eOHo-MeTOoan4YecKkoe U HH(POPMAMOHHOE o0eciedeHHe JUCHUILIHHbI

1) pexomeHIyeMas uTeparypa




a) OCHOBHAsI JIUTEpaTypa:

1. 3axapuna, M. M. IOpuauueckoe MMCbMO B MPAKTHKE CyaeOHOTo ajBokara /
M. M. 3axapuna. — 2-e¢ u3g., nepepad. u qom. — Mocksa : FOpaiit, 2023. —
332 c.— (Koncynpramuu topucra). — Teker : smekrpoHHbii. — URL:
https://urait.ru/bcode/511540 (mara oopamenus: 19.01.2023).

2. Kamuna, B.®. Opwanyeckas TeXHUKA: Y4eOHMK IS BY30B/
B. ®. Kanuna. — MockBa:  Opaiir, 2023.— 291c.— (Beicuiee
oOpa3zoBaHue). — Tekct : AJICKTPOHHBIH. — URL:
https://urait.ru/bcode/511113 (mata o6pamenwns: 19.01.2023).

3. KopotkoBa, II. E. I[lpakTtudeckne HaBBIKH aJBOKaTa : MPAKTUKyM K yueol.
nocobuto misa OakamaBpuata / IL.LE. KoporkoBa. — MockBa : Hopma :
NHO®PA-M, 2022. — 192 c. - Teker : onektponHsii. - URL:
https://znanium.com/catalog/product/1421917 (nata obpamenus: 19.01.2023).

4. Kprokosa, H. II. JlokyMeHTUpOBaHHE YNPABIECHYECKON NEATEIBHOCTH : y4eO.
nocobue / H. I1. Kprokosa. - Mocksa : UTHOPA-M, 2019. - 268 c. - (Briciiee
oOpazoBanue: bakamaBpuar). - Tekcr : snekrponnbid. -  URL:
https://znanium.com/catalog/product/991955 (nata obOpamenus: 19.01.2023).

5. Uypuno, A.HO. Hpuauueckoe IeIOMPOU3BOACTBO : y4ed. IMmocooue s
By30B/ A.lO. Uypuno. — 3-¢ wm3a., mcnp. U gom. — Mocksa : FOpaiit,
2023. — 285 c. — (Bricmiee obOpazoBanue). — TeKCT : SMEKTPOHHBIA. —
URL: https://urait.ru/bcode/518399 (mara o6pamenus: 19.01.2023).

6. LllyBamoBa, H.H. OcHoBBI gemonmpou3BoACTBA. SI3BIK  CITy)eOHOTO
JIOKyMEeHTa : y4yeOHMK u mpaktukym s By3oB/ H. H. lllyBanoga,
A. 10. UBanoBa ; mox obmr. pen. H. H. lllyBamoBoit. — 3-e¢ u3m., mepepad. u
non. — Mocksa : FOpaiit, 2023. — 384 ¢. — (Bricmiee oOpazoBaHue). ——
Texcr : oanektponnbii. — URL: https://urait.ru/bcode/511417 (mara
obpamenus: 19.01.2023).

0) TONOJIHUTEIbHAS JTUTEpaTypa:

1. JIoKyMeHTOBeJEeHHE : yUeOHUK M MpakTUKyM s By30B / JI. A. JlopoHuna [u
np.] ; mox pen. JI. A. loponuHoi. — 3-¢ m31., nepepad. u gon. — Mocksa :
FOpaiit, 2023. — 336 c¢. — (Bricmiee o6pa3oBanue). — TEKCT : AIEKTPOHHBIN.
— URL: https://urait.ru/bcode/511341 (nata obpamenus: 19.01.2023).

2. Hoponuna, JI.A. Opraauzanus ¥ TEXHOJOTHS JIOKYMEHTAIlMOHHOTO
oOeCriCUeHUs  yNpaBJCHUS . YYCOHMK MW  TPAKTHKYM JUIss  BY30B /
JI. A. loponuna, B. C. UputuxkoBa. — Mocksa : FOpaiit, 2023. — 233 c. —
(Beicmiee  oOpazoBanue). —  Tekct :  anektponnbii. —  URL:
https://urait.ru/bcode/511352 (nara oopamenus: 19.01.2023).

3. KazakeBnu, T.A. JlokymeHToBeneHue. JIOKyMEHTAIlMOHHBIA CEPBUC :

yueOHUK M mpakTukym ais By3oB/ T. A. KazakeBuu, A.W. Tkamuu. — 2-e
u3a., uchnp. u jgomn. — Mocksa: [Opaiit, 2023. — 167 c.— (Bsiciiee
oOpa3oBaHue). — Tekct : 3IICKTPOHHBIH. — URL.:

https://urait.ru/bcode/513649 (nara oopamenus: 19.01.2023).
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2) [IporpammMHoe obOecricueHne
a) JIniieH3noHHOE POrpaMMHOE 00ECTICUeHHE
Kaspersky Endpoint Security 10 mis Windows — akt Ha mepenady npas [1K545 or
16.12.2022
CIIC TAPAHT aspo - norosop Ne5/2018 ot 31.01.2018
CIIC Koncynprantl Inroc: Bepcus [Ipod. - moroBop Ne 2018C8702

0) CBOOOTHO pacnpoCTpaHsIeMOe IPOrpaMMHOE 00ECTICUEHHE

Google Chrome

SAunexc bpaysep

Mmuoro¢gynkuronansHbiil pengakrop ONLYOFFICE

OC Linux Ubuntu

Notepad++

OpenOffice

paint.net

WinDjView

3) CoBpeMeHHbIe MPOECCHOHATBHBIC 0a3bl JaHHBIX U HH(POPMAIIMOHHBIC
CMHPaBOYHBIE CUCTEMBI
CnpaBounast mpaBoBast cuctema «Koncynbrant [Limrocy» https://www.garant.ru/

CrpaBounas npaBoBas cuctema «["APAHT» https://www.consultant.ru/

ObC Jlans https://e.lanbook.com/

9bC Znanium.com https://znanium.com/

OBC YuuBepcurterckas oubaroreka online https://biblioclub.ru

DBC IOPAUT https://urait.ru/

3bC IPR SMART https://www.iprbookshop.ru/

4) IepeueHpb pecypcoB HHPOPMAIMOHHO-TETIEKOMMYHHUKAIIMOHHON CETH
«HTEpHETY, HEOOXOAUMBIX TSI OCBOCHUS JUCIUTLTAHBI

www.kremlin.ru — IIpesuaent P®.

http://government.ru — IpaButenscTBO PD.

www.duma.gov.ru - l'ocynapcreennas Jlyma PO.
http://www.ksrf.ru/ru/Pages/default.aspx - Koncrurynnonssiii Cyx PO.
http://www.vKks.ru/ - Beicias kBaaugukalmoHHas Kojuierus cyaei Pod.
http://oblsud.twr.sudrf.ru/ - TBepckoii 06acTHOM Cy/I.
http://tver.arbitr.ru/ - ApoutpaxHslii cyn TBepckoi 001acTH.
http://tverskoy.twr.sudrf.ru/ - TBepckoii rapHU30HHBIA BOCHHBIN CY/I.
https://sudrf.ru/ - TocymapcTBeHHass aBTOMAaTH3WPOBaHHAs cucremMa Pd
«IIpaBocynue», MuTepueT-nopran.

VI. METOANYECKHE YKA3ZAHMUSA JJISA OBYUYAIOHINXCA
11O OCBOEHMUIO JIMCIIMIIVINHbI

OPT'AHU3AIIUA PEUTUHT-KOHTPO.IS
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https://www.garant.ru/
https://www.consultant.ru/
https://e.lanbook.com/
https://znanium.com/
https://biblioclub.ru/
https://urait.ru/
https://www.iprbookshop.ru/
http://kremlin.ru/
http://government.ru/
http://www.duma.gov.ru/
http://www.ksrf.ru/ru/Pages/default.aspx
http://www.vkks.ru/
http://oblsud.twr.sudrf.ru/
http://tver.arbitr.ru/
http://tverskoy.twr.sudrf.ru/
https://sudrf.ru/

1. Mcnonp30BaHrWe PEUTHHTOBOM CHUCTEMBI OIEHKH KayecTBa y4eOHOU paboThI
ctynerToB TBI'Y onpenensercss COOTBETCTBYIOIINM JIOKATbHBIM aKTOM.

2. Kaxnpli cemecTp JAENUTCS Ha JBa MOAYJSA, KOTOPBIE 3aBEPILAOTCS
KOHTPOJIbHOM TOYKOM.

3. ®opMO#l PEUTUHTOBOTO MOAYJIBHOTO KOHTPOJIS SIBJIIETCSI TECTUPOBAHHUE.

4. 3yyeHre TUCHMIUIMHBI 3aKaHYMBAETCS 3aYETOM.

Ha mepBeiii momynbp otBomutcs 40 0amioB, KOTOpPBIE pacHpenemstOTCs
CJIETYIOITUM 00pa3oM:

- TeKYIIUI KOHTPOJIb — 710 35 0aios;

- pyOEKHBII KOHTPOJIb — 5 OAJLIOB.

Ha Bropoii ™Momyns oTBoautcss 60 OauioB, KOTOpPBIE PACIPEACISIOTCS
CJIETYIOITUM 00pa3oM:

- TEKYIIUI KOHTPOJIb — JI0 55 06aios;

- pyOXKHBIN KOHTPOJIb — 5 OAJIJIOB.

5. Ha mnepBoM 3aHATMM TpeNojaBareiib  O03BYyYHMBAECT  OOYYAIOIIMMCS
TEMaTUYECKUM W KaJeHAapHbId rpaduk 3aHATHH, (OPMBI U CPOKHM BBITIOJHEHUS
3aJlaHui, Oaibl, KOTOPhIE MOTYT OBITh MOJYYEHBI OOYYAIOIIMMCS 32 BBITIOJIHEHUE
KaXXJI0ro U3 3aIaHUM.

JIOTIOTHUTENBHO O0YYaIOIIUMCS O3BYUYHUBAIOTCS (POPMBI M TIPaBUIIA BBIMOTHEHUS
3aIaHUH JJ1s TOJIYYeHUS IPEMHUAIBHBIX OaJJIOB.

Bonpocs! k 3auery

1. TlpeameT u 0OBEKT U3YUECHUS AUCHUILUIUHBI «FOpUaueckue TOKyMEHThD).

2. JloxymeHT, BHUIBI W Pa3HOBUJIHOCTH JOKYMEHTOB. WHdopmanusa, ee
Pa3HOBHUIHOCTHU

3. TlpoucxoxaeHue u GyHKIIUN JOKyMEHTA

4. MarepuanbHbIii HOCUTENIb M WH(GOPMAIUSI JOKYMEHTa KaK COCTaBHBIC YaCTH
JIOKYMEHTa

5. @opmysip U PEKBU3UTHI JOKyMEHTa. biiaHk 1okyMeHTa, €ro Ha3HaYeHUe

6. Ilpu3Haku U CBOMCTBA JOKYMEHTA.

7. CoBpeMeHHBIC JOKYMCHTHBIC CHCTEMBbI, WX THIBI W BHIBL. CHCTEMBI
TOKYMEHTUPOBAHWMS. Y HU(PHUITUPOBAHHBIC CUCTEMBI IOKYMEHTHPOBAHUS

8. OOmme mnpaBuna odopmienus gokymentoB. ['OCT 6.30 — 2003
«YHUPUIIUPOBAHHBIE CUCTEMBI  JIOKYMEHTAllMd. YHUQUIMPOBAHHAS CHUCTEMaA
OpraHU3alMOHHO—PACTIOPSIIUTENFHON JOKYMeHTauu. TpeboBaHusi K 0POPMIICHUIO
JIOKyMEHTa»

9. SI3BIK ¥ CTUIIb TOKYMEHTA

10. Opraau3anmoOHHO-TIPABOBAS u pacnopsiiuTeIbHas JIOKyMEHTAIHS,
XapaKTepUCTHKA.

11. YuaudunupoBaHHas cucremMa OpTraHU3alMOHHO-PACTOPSAUTEIBHOM
nokymenTtaruu (YCOPJ)

12. TlnanoBass ¥ OT4YETHAas JOKyMEHTAIMsi B CHUCTEME OpraHU3allMOHHO-
pacrnopsauTeIbHON JOKYMEHTAIINT

13. CmpaBouyHO-MH(OpPMALIMOHHAS M CIPaBOYHO-aHATUTUYECKAsl JTOKYMEHTAIIUsI,
€€ Ha3HaYeHUe U OCOOEHHOCTH
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14. Opranu3alMOHHO-TIPAaBOBasi  JIOKyYMEHTallMs, BHAbl  JOKYMEHTOB, HX
MOJATOTOBKA

15. JIokyMeHTOOOOpOT. Onpenenenue, XapaKTEepUCTHUKA OCHOBHBIX
JIOKYMEHTOIIOTOKOB

16. IlpaBuna mnpuema u 0O0paOOTKH MMOCTYHAOIICH KOPPECTOHICHIINN, HX
BIIUSIHUE Ha OpPraHU3alMIoO JIBIKCHHS JOKYMEHTOB. HampaBieHue NOKyMEHTOB Ha
UCTIOJTHEHHE

17. CpaBHUTENbHBIE XapaKTEPUCTHKU (OpM perucTpauuu AokymeHToB. CocTaB
uHbOpMaIuu

18. TexHomoTHsI KOHTPOJIA 32 CPOKAMH UCIIOJIHEHUS JOKYMEHTOB

19. 3agaun peructpanuu JOKYMEHTOB, €e opranusanus, dopma peructpanuu
JTIOKYMEHTOB

20. XapakTepucThka TEXHOJOTHM pabOTBI ¢ THCbMaMH, JKajo0aMu U
3asIBJICHUSIMU TpaxaaH

21. Homenknarypa e, ee 3Hau€HHE U IPUMEHEHUE B JIEJIONPOU3BOJICTBE

22. Bunpl HOMEHKIATYp Jel1, 0COOEHHOCTH X IOCTPOEHUS U IPUMEHEHUS

23. MeTtoauka COCTaBJICHHS HOMEHKJIATYpbl Jied B TEXHOJOIMH pPadOThl C
JIOKYMEHTaMu

24. ®opmupoBaHUE A€l KaK TEXHOJOTMYecKas oOIepanus IeJIO0npOU3BOICTBA.
[TpaBuiia hopMupoBaHus B Je1a JOKYMEHTOB OTACIbHBIX KaTerOpHid

25. DxcmnepTusa MEeHHOCTH JOKYMEHTOB B JICTIONPOM3BOJICTBE. 3aauu U TOPSAOK
IPOBEICHHUS

26. DKCHepTHBIE KOMUCCUH YUPEKACHUN, UX 3aJa4H U TIOPSATIOK paObOTHI

27. 3HaueHue  TeEpeyHs  JOKYMEHTOB CO  CpPOKaMH  XpaHEHHS  Kak
KJIaCCU(PUKAIMOHHOTO CIIPaBOYHKKA. Ero mpruMeHeHne B JeI0npoOn3BOICTBE

28. Omnucanue Jen MOCTOSHHOTO W BPEMEHHOTO CpoKa XpaHeHwus. Bumsl ommceid,
CO3/1aBaE€MbIX IIPH Mepeiaye 1] B apXUB

29. CoBpemMeHHbIC HOCUTETU WH(OpPMAITUU: BUIbI, XapaKTEPUCTUKA. AHATIOTOBBIC
CIocOO0BI 3anCcH HHGOPMAITUH

30. AymuoBusyanbHble  AOoKyMeHTBHl. CpeactBa U CHOCOOBI  3amucu
ayJMOBHU3yallbHOM HH(pOpMaLUu

31. OumdpoBanue Kak crnocod JOKyMEHTUPOBAHUS

32. DNEeKTPOHHBIN JOKYMEHT: MIOHATHE U OCOOCHHOCTH CO3/IaHHUS

33. CoBpemeHHbIE CpeAcTBa PUKCUPOBAHUS U BOCTIPOU3BEACHNS HH(OPMALIUN

34. YcnoBus XpaHEHUS JOKYMEHTOB, CO3JaHHBIX IyTeM oOmu(poBaHUS
uH(popmanuu (mpoodJIeMbl U MyTH PELLICHHMS )

35. Muxkporpaduueckuii JOKYMEHT, €T0 XapaKTepUCTHKA

36. MeTosl, CpeacTBa U CIOCOOBI TOKYMEHTUPOBAHUS B COBPEMEHHBIX yCIOBHUSIX

37. DOHOIOKYMEHTBI, UX OCHOBHBIE BU/IbI

38. Buneoszanucu kak BUJ ayAHMOBU3YaJIbHOTO JOKYMEHTA

39. KuHo(hoTOAOKYMEHTHI, UX OCHOBHBIE BUJIBI 1 OCOOEHHOCTH

40. TexHuueckue CpeICTBa, IpPUMEHSEMBbIE npu TEXHOTPOHHOM
JIOKYMEHTHUPOBAHUU.

41. AyreHTUYHOCTH (TIONJMHHOCTH) TEXHOTPOHHBIX JOKYMEHTOB: CIOCOOBI
IOPUJIaHUS TOCTOBEPHOCTU JOKYMEHTaM

42. YcnoBus XpaHEHUs ayTUOBU3YabHBIX JOKYMEHTOB
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43. TexHOTpOHHBIE ApXUBBI: PEAIbHOCTh U BUPTYAIbHOCTD

44, MukpodoToKONUpOBaHWE KaK COBPEMEHHBIH crocod  (HUKCUpPOBAHMS
nHpopmaruu

45. TexHonoruu AOKYMEHTHPOBAHUS MPU MPUMEHEHUU KOMITBIOTEPHBIX CPEJNICTB
(mporpaMMHOe o0OecTieueHre U CTaHAaPThI OTIUCAHMS)

46. ABTOMATH3UpOBAaHHAS TEXHOJOTUS OOpPaOOTKM BXOASIIMX, HCXOASIIMX U
BHYTPEHHHUX JJOKYMEHTOB.

47. ABTOMaTH3MPOBAHHAS TEXHOJIOTHS PabOTHI C OOPAIEHUSIMU TPaK/IaH.

48. ABTOMaATH3MPOBAHHBIC TEXHOJIOTHH PEJAKTUPOBAHUS TEKCTA JOKYMEHTOB.

49. ABTOMATHM3UPOBAHHBIM  KOHTPOJb  WCIOJHEHUS  PACIOPSAUTEIBHBIX
JIOKyMEHTOB.

50. bmank gokymeHTa

51. BuneoxondepeHuuu

52. TocynmapctBeHHass  MH()OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHAS  CHCTEMa
(UTKC).

53. JIpwxeHue AOKyMEeHTa B yupexiaeHuH, (upme (Ha mnpuMepe MHcbMa U
JTOKJIaTHOM 3aIHUCKH )

54. NndopManMoHHbIE TEXHOJOTUM KOHTPOJISI HCIIOJHEHHS YIPABICHUYECKUX
pemeHuin

55. Knaccudpukamus CA/.

56. KommbrotepHbie ceTH

57. KommbioTepHBIE TEXHOJIOTHH ITOATOTOBKH U IMTPOBEICHHS COBEIIAHU.

58. Opranuzanus TpPOBEpPOK  PaOOTHI  MOABEAOMCTBEHHBIX  MPEANIPHUSATHIA
(CTPYKTYpHBIX TIOJIpa3/iCICHU)

59. Opranuzanmsi COBEIIaHUS

60. OdopmieHue 3asBICHUSI

61. IloBbimieHue S(PPEKTUBHOCTH KOHTPOJIS UCIIOJTHEHUSI  IOKYMEHTOB.
ABTOMAaTU3UPOBAHHASI TEXHOJIOTHSI KOHTPOJIS UCIIOJIHUTEITLCKON JUCITUTUTHHBI.

62. IloaroroBka MOK/IaIHOM 3aITUCKH

63. Iloaroroska nH()OPMAIIMOHHOTO TTUCHMA

64. Iloaroroska MPOEKTa IMOCTAHOBJICHUS 3aKOHOJATEILHOTO WIN
HCITOJIHUTEIILHOTO OpraHa TroCy/1apCTBEHHON BIACTH (OpraHa caMOyTIpaBJICHUS)

65. I[loaroroBka pekiIaMHOTO MUChMa

66. IloaroroBka cripaBKu

67. IloHsTHe MpOrpaMMHOI cUCTEMbI aBTOMaTH3aIuu aenonpousBoactsa (CA).

68. IlonsTue pacmpeneneHHbIX aBTOMaTU3UPOBAHHBIX CUCTEM B
JIOKYMEHTOOOECIICUECHUH.

69. I[lonstTe  saexTpoHHOrOo  JOKyMeHTa. (CoOBpeMEHHbIE  TOAXOABl K
aBTOMATH3AIMU JEIOTPOU3BOCTBA.

70. Tlpuem 1 yBOJIbLHEHHE COTPYIHUKOB

71. TlpuHIUIBI oOecrieueHus KOH(PHUACHIIMAIBHOCTH  MH(pOpMamuu B
aBTOMATHU3UPOBAHHBIX CHCTEMaX JCIIONPOU3BOJICTBA.

72. Tlpunsatue ynpaBiIeHUECKOTO pemieHus (TI0Ir0TOBKA MpUKa3a, yKa3aHus).

73. TIporpaMMHbBIE€ CUCTEMBI ABTOMATH3AIIUH JCIIOMPOU3BOICTBRA.

74. ITporpaMMHbBII HHCTPYMEHTAPHUI IPUKIATHON CPEabl

75. Tlpormecc TOKYMEHTHPOBAHUS W )KU3HCHHBIN ITUKJT JOKYMEHTA B YUPEIKICHUU
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76. Pabota c undopmarueit
77. CoBpeMeHHBIE TIOXObI K aBTOMATH3AINH JIEIONPOU3BOCTBA.
78. CpenctBa aIMUHUCTPATUBHO-YIIPABICHYECKON CBSI3U

79. CpexnctBa THPaOXKUPOBAHUS TOKYMEHTOB

80. XapaKTepI/ICTI/IKa pOCCHfICKHX CUCTCM aBTOMATHU3allWU ACIOIIPOU3BOACTBA.
81. XapaKTepI/ICTI/IKa pOCCHfICKHX CUCTCM aBTOMATH3allWU ACIOIIPOU3BOACTBA.

82. DnexTpoHHBIE BEPCUH CITY>KEOHBIX TOKYMEHTOB: (DYHKIIMU U TUITOJIOTHS

COopHUK yTpaKHEHUH

[1oaroToBbTE IPOEKTHI:
1. HckoBoe 3as1BiIeHUE O BO3MELICHUH Bpeaa
2. Pemenue cyna o B3bICKaHHUH MOPAJILHOTO Bpea
3. IIpaBoBoe 3aKiIFOUEHUE MO CEMEHHOMY CIIOPY.

HOI[FOTOBBTG COO6HI€HI/I$I II0 TCMC:
1. I[OKYMGHTOBCI[‘IGCK&H TCPMHUHOJIOTHUA,
2. I[CﬁCTBYIOHIHC rocyagapCTBCHHBIC HOPMATHBHO-MCTOINYCCKHC JOKYMCHTEI,
PCIIAMCHTHUPYIOIIIUC AOKYMCHTHUPOBAHUC ynpaBﬂeHHGCKOﬁ ACATCIIBHOCTU H
OopraHu3anuio €ro A0KyMCHTAIMOHHOT'O O6CCH€‘-ICHI/IH;

B W

[IpaBuna cocraBiieHus U 0OPMIICHUS YIPABICHUYECKUX TOKYMEHTOB;
TpeOoBaHus K palMOHAIBHOM OpraHu3aluud padoOThl C JIOKYMEHTaMH B

YCIOBUAX HCIHOJB30BAHUA B alIaparc yIIpaBJICHHA OpFaHH3aHHOHHOﬁ n
BBIUMCIIMTEIbHOM TCXHUKMU,

o o

[Topsanox

HpaBI/IJ'Ia OIICPATUBHOTO XPAaHCHUA JOKYMCHTOB,

oTOOpa JTOKYMEHTOB [UIsl TIOCICAYIOIIETO XPaHCHHS WA
YHUYTOXKCHUS,
7. 3amaun u GyHKIUU JOKYMEHTAIIMOHHOTO obecnedeHus ympasieHus (JJOVY) B
rOCyJIapCTBEHHOM YIIPABJIICHYECKOM aIlmapare.

VII. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE

HaumenoBanue
CIeHAILHBIX*
noMelneHnii u
MOMeleHUH AJIs
CaMOCTOATEIbHOM
padoTsbl

OcCHAIEHHOCTH CENHUAJTLHBIX OMEEHNH 1
NoOMelleHMHl VIS CAMOCTOSATEIbHOM padoThl

IlepeyeHsb JUIEH3UOHHOTO
NPOrpaMMHOI0 obecrneyeHms.
PexBM3UTHI NOATBEPKIAIOLIETO
JOKYMeHTa

VYuebHas ayIuTOpHsA
Ne 201 (170021,
TBepckas 001, T.
Tepp, ym.  2-as
I'puboenona, 1. 22),

Cronel, crymbst, Kadenpa, J1OCKa, MPOEKIHOHHBIH
9KpaH

YuebHas ayauTopHs
Ne 203 (170021,
TBepckas o00m., T.
Teepp, yn.  2-as
I'puboenosa, . 22)

Cromel, cTynbs, kadeapa, mocka, MPOEKIMOHHBIN
9KpaH

VYuebnast ayauTopus
Ne 209 (170021,
TBepckas o0n., T.

Crounsl, cTyibs, kadenpa, 1ocka
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TBepp,  yim 2-ast

I'puboenosa, a. 22)

KommbrotepHsiii Mouutop Acer TFT 20" V203 HCb black Google Chrome

kmacc U kabuser | Monurop LG 15108

CaMOCTOSATENIbHON Jlazepusiii npuaTep SAMSUNG ML-2850D Kaspersky Endpoint Security 10 mms
pabotel crymentoB Ne | Cucremubiit 6mok Ramec Storm Custom W CPU | Windows

210 (170021, | C2D-E7500/2048/ 500/G41/DVD-R WI/In Win

Teepckast 0061., r. | 400W/ Win 7 Starter CIIC TAPAHT aspo

Teepp, ya.  2-as | Ckarep EPSON Perfection V30

I'puboenosa, a. 22)

Kommerotep AS S 775 P4 D 915-2.80 GHz/DDR
2*256Mb/SATAII 160Gh/DVD-
RW/knas/mpimb+MoruTop 17" LG

Kommerotep AS S 775 P4 D 915-2.80 GHz/DDR
2*256MDb/SATAII 160Gb/DVD/knas/
Mbltb+Monurop 17" LG

Kommerorep AS S 775 P4 D 915-2.80 GHz/DDR
2*256MDb/SATAII 160Gb/DVD/xnas/
Mbltb+Monutop 17" LG

Kommerorep AS S 775 P4 D 915-2.80 GHz/DDR
2*256Mb/SATAII 160Gb/DVD/xuas/
Meimb+Monurtop 17" LG

Kommeiorep AS S 775 P4 D 915-2.80 GHz/DDR
2*256MDb/SATAII 160Gb/DVD/xnas/
Meimb+Monurtop 17" LG

Kommsiotep Kraftway Credo mozens KC36Vista
Business/Of 2007 Pro |E7400/2* 1024Mb
DDR800/T
160G/DVDRW/500W/CARE3/MOHUTOP 20"
LG W2043S-PFpf

Kommerorep Ramec Storm Custom W CPU-
E8400/2*1Gb /320Gh/G41/DVD-
RW/400W/xnas/mbris/xoBp./Win 7 St/ Mouutop
19" PHILIPS 19S1SB

Mynetumeauitaelii  nmpoekrop BenQ MP 624
(1024x768.3000 :1,2500ANSI,2,5Kr) c
MOTOJIOYHBIM KpPEIJICHHEM
Jlocka MHTEpaKTUBHAs
(mmnaronans 64°°/162,6¢m)
Kommeiorep  iRU  Corp
4096/500/DVD-RW
Kommnsrorep iRU Corp 510 IS5
Kommnsrorep iRU Corp 510 IS5
Kommnerorep iRU Corp 510 15
Kommnerorep iRU Corp 510 15
Kommnerorep iRU Corp 510 15
Kommnerotep iRU Corp 510 15
Kommnerotep iRU Corp 510 15
Kommnerorep iRU Corp 510 15
Kommnsrorep iRU Corp 510 IS5
D-Link DES-1016D Kommyratop 16-port
HUBIT IPPON BACK Power Pro

HWBIT IPPON BACK Power Pro

SMART Board 660

510  I5-2400/

CIIC Konucynprantllmoc: Bepcus
[podo.
MHoroyHKIIMOHATBHBI ~ penakTop

ONLYOFFICE 6ecmiarnoe ITO

YuebHas ayauTopHs
Ne 212 (170021,
Teepckas o00m., T.
Teepp, yn.  2-as

I'puboenosa, a. 22)

Crouel, CTynbs, Kadeapa, TocKa

VYuebnast ayauTopus
Ne 214 (170021,
TBepckas o00m., T.
Tepp, ym.  2-as
I'puboenona, 1. 22)

CTOJ'II)I, CTYJIb4, Ka(benpa, JI0CKa, CTaIII/IOHapHHﬁ
TIPOCKTOP C SIKPAHOM; I/IH(i)OpMaIII/IOHHBIC CTCHbI

Kaburer
nHPOPMAITMOHHBIX

Jlazepusiii npuatrep SAMSUNGML-2850D
[Tpuntep HPDJ 7350

Google Chrome
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TEXHOJIOTU I B
TaMOXXCHHOM JIeJie U B
IOPUCTIPYACHIIMH U
CICLHATH3UPOBAHHBIN
KOMIBIOTEPHBIH Kilace
st aHanm3a u
00pabOTKM  JaHHBIX
1o AIEKTPOHHOMY
JICKIIApUPOBAHHIO
TOBapOB, TAMOKEHHOM
CTAaTHUCTHKE,
ynpasienuto_ Ne 219
(170021,  Taepckas
o0m., . TBeps, yu. 2-
ast ['puboenona, 1. 22)

IIpunrep mazepusiit HP LJ 1200

Bupneoxamepa nuudposas Canon-MV 15501
Kommposanbueii anmapar Sharp SF 2530 (c
nyruiekcoM U nogatyukoM A3 30 kor/mua 20000
Kon/mec)

Ckanep EPSON Perfection V30

Bpomntoposmuk Ibimatic(25 nuctos/500 aucToB)
Kommerorep AS S 775 P4 D 915-2.80
GHz/DDR2*256Mb/16
Gb/DVD/xnag/mpems+Monutop 17" LG
Kommerotep AS S 775 P4 D915-2.80 GHz/DDR
2*256Mb/SATAII
16Gb/DVD/knas/mpis+Monuntop 17" LG
Kommnerotep Ramec Storm Custom W Intel Core
i5-650/2*2048Mb/DVD
RW/knas/mpims/Monutop ViewSonic TFT 21.5"
VA2238W-LED

Kommerorep P4 524  Box/Asus P5LD2-
SE/C/2*512DDRII/B0SATA I ASUS
X300SE/CDRW LG/FDD/TS 082 350W/OKkI
323M/lppjn Comfo 600Pro/HP 2400Beng 71G+
Hoyroyk Dell Isplron 1300 (1.7 GHz)
15.4WXGA. 512MB. 80GB

Hoyt6yx Packard Bell TX86-JO-501RU 15,6"
Ci5 480M/4G/500G/GT450M
1Gb/DVDRWI/WiFi/BT/cam/W7HP/mprmib/cymka
Cco1

Mownurop LG 15" L1511S

IMpoexrop LGRD-JT90, DLP ,2 200 ANSI Lm
VBIT Back-UPS ES 700 VA/405W 230V

WBIT Back-UPS ES 700 VA/405W 230V

MBIT Back-UPS ES 700 VA/405W 230V

Kommsrotep iRUCorp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines E220HQVB
21.5"

Komrmsrotep iRUCorp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines E220HQVB
21.5"

Komrmsrotep iRUCorp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/mouutrop  E-Machines E220HQVB
21.5"

Kommsrotep iRUCorp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines E220HQVB
21.5"

KomrmsroTep iRUCorp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines E220HQVB
21.5"

Kommsrotep iRUCorp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/monutop  E-Machines E220HQVB
21.5"

Kommsrotep iRUCorp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines E220HQVB
21.5"

Komrmsrotep iRUCorp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines E220HQVB
21.5"

Kommslotep iRUCorp 510 15-

Kaspersky Endpoint Security 10 mis
Windows

Anbra-I'TJT

CIIC TAPAHT a»po
3amosHUTENb

Takca

TamoxeHHBIC JOKYMEHTBI

CIIC Koncynsrantllntoc:  Bepcus
Mpod.
Statistica
MHoro¢yHKIIMOHATBHBI  penaKkTop

ONLYOFFICE 6ecmutatnoe ITO
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2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines E220HQVB
21.5"

Kommsrotep iRUCorp 510 15-
2400/4096/500/G210-512/DVD-
RW/W7S/mouutop  E-Machines E220HQVB
21.5"

MynpTHMeIMHHBIA KOMIUIEKT y4eOHOTro Kiacca
(Bapmant No2) Ilpoektop Casio XJ-M140,
HACTEHHBIN TIPOEKII. 9KpaH
Lumien180*180.HoyTOyk Dell N4050. cymxa
15,6" ,MbBIIIB

IIpoextop PanasonicPT-VW340ZE c
MOTOJIOYHBIM KPEIIJICHUEM U DKPaHOM

[Mpunrep popmara A3 Kyocera FS-6970DN
Kommsrotep B cocraBe: cucremusbiii 6ok HP 260
G1 Desktop Mini Pen 3558 V 4GB 500 7200
Ubunti linex 3yb

Kommnprotep B cocraBe: cuctemusrii 61ok HP260
GIDesktopMiniPen 3558 V 4GB 500 720
HepCOHaJ’IBHBII\/'I KOMIIBOTECP B COCTaBC:
LenovoThinkCentre, morutop LCDAOC 21,5"
HoytOyx Acer Aspire

Jlammna ocBeTHTEIIbHAS

OkpaH Ha IITaTUBE DraperDiplomat
213*213(84"x84") (M082-07830) (-07830)
MarnuTona

Buneoxaccera

JKainto3u BepTUKaIbHbIE

IITatus JJI BUACOKAMEPhI

D-Link DES-1016D Kommyrarop  16-port
000000000008534

HUBII ippon BACK Power Pro 000000000006361
UBII ippon BACK Power Pro 000000000006361
Kamepa Web Logitech 000000000009430
IpunTep HP LJ 2015 (A4 1200*1200)

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yxk Acer Aspire

Hoyt6yk Acer Aspire

Hoytoyk Acer Aspire

Hoyt6yk Acer Aspire

Hoyt6yk Acer Aspire

Hoytoyk Acer Aspire

Hoytoyk Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoytoyk Acer Aspire

Hoyt6yk Acer Aspire

Hoyt6yk Acer Aspire

Hoyt6yk Acer Aspire

Hoyt6yk Acer Aspire

Hoyt6yk Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yx Acer Aspire

Hoyt6yk Acer Aspire
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HoytOyk Acer Aspire
Hoyt6yk Acer Aspire
Hoyt6yk Acer Aspire
Hoyt6yk Acer Aspire
[Mpunrep nazepusiit HP LJ 1020 A4

VYueOHas
Ne 220
Teepckas o00m., T.
Teepp,  ym. 2-as
I'puboenosa, . 22)

ayJIMTOpHs
(170021,

Cronbl, cTynbs, Kadempa, JIOCKa,
MYJIbTUMEIUITHBINA TIPOEKTOP c
MH()OPMAIOHHBIC CTCH]IBI

MIEpPEHOCHOU
9KpaHOM;

YuebHass ayauTopus
Ne 221 (170021,
TBepckas 001, T.
Teepp,  ym. 2-as
I'puboenosa, . 22)

Crombl, CTyIBS, Kadepa, JocKa

VYuebnast ayautopusi | Cronbl, cTynbs, Kadeapa, JOCKa, MPOESKIMOHHBINA
Ne 223 (170021, | sxpan

Teepckas o00m., T.

Tepp, yn.  2-as

I'puboenosa, . 22)

JlekunonHas Crousl, cTyibs, kadenpa, 1ocka

ayauTopus, ydcOHas

aynutopuss Ne 109

(170021,  Tmepckas

001., . TBeps, yu. 2-
as ['puboenona, 1. 22)

KomnerorepHsiit
KJIace, yaeOHast
ayAuTOpus M KaOMHET
CaMOCTOSTEILHON
paboThl cTyaeHToB Ne
407 (170021,
Teepckas 001, T
Tepp, yn.  2-as
I'puboemnosa, . 22)

Cromnsl, cTynbs, kadenpa, 1ocka;
Komnetoreps! — 25 mTyk

Google Chrome

Kaspersky Endpoint Security 10 ms

Windows

MHorodyHKINOHATbHbIH
penakrop ONLYOFFICE 6ecmnathoe

10

OC Linux Ubuntu 6ecrimataoe I10
CIIC TAPAHT aspo

VYuebnast ayauTopus
Ne 309 (170021,
Teepckas 001, T.
Teepp, yn.  2-as
I'puboenosa, . 24)

Cromnsl, cTynbs, kadenpa, 1ocka

JlexunonHast

aynutopust Ne 310
(170021,  Tmepckas
o0, . TBepb, yu. 2-
ast ['puboenona, 1. 24)

Crounsl, cTynbs, kadenpa, 1ocka

Jlexunonnast
aymuropuss  Ne 315
(170021,  Tsepckas

o0, . TBepb, yu. 2-
ast ['puboenona, 1. 22)

Cromel, crynbs, kKadeapa, mOCKa, MPOEKIMOHHBIN
9KpaH

VIIl. CBenenusi 00 00HOBJIeHHH padoyeii MPOrpaMMbl TUCITUIITHHBI

OOHOBJIEHHBIH
Ne pazaeJ padoyei .
Onucanue BHECEHHBIX U3MeHeHHH
ILII. NMPOrpamMMblI
AUCHUTLTAHBI

JlaTa ¥ IPOTOKOJI
3acelaHusd
kadenpsl,

YTBEpIUBIIET0
H3MEHEHNs
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