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1. llosgicHUTEbLHAA 3aIIUCKA

Kypc «Ocnosvr  Oenonpouzeoocmea» 3aHMMaeT BaXXHOE MECTO IIpH
noAroToBke OakanaBpoB 1o HampaiaeHutro 38.03.04 — TocymapcTBeHHOE U
MYHUIUTNIATBHOE YIIPABJICHHE.

AxmyanvHocms W3y4YeHUS] AUCHUILUIUHBL «OCHOBbL  0el10npou3800Cmea
OTIPEIEISIETCSl 3HAYMMOCTBIO POJIM JIOKYMEHTOB B MHPOBOM HH(DOPMAIMOHHOM
IPOCTpaHCTBE. B COBpPEMEHHBIX YCIOBHUSX [UIsl TMOBBIMICHUS 3(PGEKTUBHOCTH
yIpaBiIeHUST HEOOXOUMO YJENATh TOCTATOYHOE BHUMAaHUE COBEPIICHCTBOBAHUIO
paboThl C JMOKYMEHTaMH, TaK KaK BCAKOE YIPABICHYECKOE pELICHHE BCerna
OasupyeTcs Ha MHPoOpMaILMK, Ha CIIy)KeOHOM JokyMmMeHTe. Opranuzamus paboThl ¢
JOKYMEHTaMH BJIMSIET Ha Ka4eCTBO pabOTHI anmapara yrnpaBieHHs, OpraHU3aIUIo U
KyJIbTYpy TpyAa YIpaBIE€HYECKHX paObOTHUKOB. OT TOro, HACKOJbKO
npo(eCCUOHATIBHO BEJETCSl JOKYMEHTAalUsl, 3aBUCUT YCHEX YIPaBICHUYECKOU
NESITEIBHOCTH B LIEJIOM.

Llens  ocBoeHust  AUCHUIUIMHBL ~ «OCHOBbL  0elonpouzsoocmea» -
(dbopMHUpOBaHUE Yy CTYJEHTOB TEOPETHMUECKHUX 3HAHUU O (popmax U copepKaHUU
YIPABJICHUYECKUX JOKYMEHTOB, CHCTEME JIOKYMEHTAallud, MpaBuiax JBUKEHUSA
JIOKyMEHTOB B OpTraHMW3allid JJIS Pa3BUTUS YMEHUM M HaBBIKOB COCTaBIICHUS
JIOKYMEHTOB B KOHKPETHBIX YINPABJICHYECKUX CHUTYallMsIX B 3aBUCUMOCTH OT
Ha3HAYCHMsI, COICPKAHNS U BUJA IOKYMEHTA.

3amaun JUCIUTUINHEL:

1. W3yunts menu, 3amgaud, (GYHKIUH AETONPOU3BOJICTBA B COBPEMEHHBIX
OpTraHU3AIMSIX, YIPEKICHUAX.

2. CdopmupoBaTh 3HaHHA 00 OTEYECTBEHHOM OMNbITE B  00JacTH
JIEIIONPOU3BOICTBA.

3. O3HAKOMUTBLCS ¢ OCOOCHHOCTSIMU COCTaBJICHUS U OPOPMIICHUS PA3TUUHBIX
BUJIOB JIOKYMEHTOB, TPUMEHAEMBIX B OpraHU3ANMSIX PaA3NIUUHBIX  (HOpM
COOCTBEHHOCTH.

4, N3yuuts  opraHuzaiuio  JOKYMEHTOOOOpOTa  Ha  COBPEMEHHBIX
MPEANPUATHSX.

5. N3yuuTh HOpPMATHUBHO-TIPABOBYIO 0a3y OpraHU3AIMH JIEJIONPOU3BOJICTBA,
3aKOHOJIATEIbHBIC U JIPyTrMe HOPMATHUBHBIC aKThI (PenepaaIbHOTO U PETHOHATBHOTO
YPOBHEM.

6. CdopmMupoBaTh 3HAHUS O COBPEMCHHBIX HAMPABIICHUSX Pa3BUTHSA U ITYTAX
COBEPIICHCTBOBAHUS JOKYMEHTAIIMOHHOTO 00ECTICUeHUS YITPaBICHHUS.



2. [lepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHMs MO TMCUHUILINHE,
COOTHECEHHBIX C IJIAHMPYEMbIMHU pe3yJibTaTAMH 0CBOEHHS 00pa3oBaTeIbHOM

NporpamMmblI

HuctuminHa «OcHogbl 0e0npou3so0cmea» y4acTByeT B (HDOPMUPOBAHUU

CJICTYIOIIMX KOMITETECHIINH:

OIIK-4 - ctocoOHOCTH
OCYIECTBIIATH JICTIOBOE OOIICHUE
U yOJIHYHBIE BBICTYILICHHS,
BECTH MEPETOBOPHI, COBEIIAHHUS,
OCYIIECTBIIATH JICIOBYIO
[EPENNUCKY U NIOAACPKUBATD
3JIEKTPOHHBIE KOMMYHHKAIIUU

3HaHus: OCHOBHBIX MOHSATUH COBPEMEHHOTO
JIeJIONPOU3BO/ICTBA; HOPMAaTUBHO-TIPABOBOM 0a3sl
OpraHu3anuu JIEJIONPOU3BOICTBA B chepe

Ipo(eCCUOHATIBHON AESATEIbHOCTH; IIPABUII COCTABIICHUS,
00pabOTKM, JBHMXKEHHS, XPAHEHUS M UCIOJIb30BAHUS
JIOKyMEHTOB B OpraHU3alliy; IIpeJHa3HAaYeHUs] U COCTaBa
OpPraHU3alMOHHO-NIPABOBBIX M PACHOPSAUTENIBHBIX
JOKYMEHTOB, WX ()YHKIMH M TOpsAKa pa3pabOTKH; OCHOB
JIEJIOBOTO OOIIIEHUS.

YMeHHusI: OCYHIECTBIIATH JIEIOBOE OOIICHHE; IPOBOAUTH
IIEPEroBOphl; COBEIIAHUs;  pa3padaTbiBaTh JIOKAJIbHBIE
HOpMaTUBHbIE JIOKYMEHTBHI, peraamMeHTHpYoIre
YIPaBJIEHYECKYI0  JESATENbHOCTh;  BECTH  JIEJIOBYIO
NEepenucky, B TOM 4YHCIE C  KCIOJIb30BAaHUEM
COBPEMEHHBIX 3JIEKTPOHHBIX (opM OOMEeHa JeJI0BOM
uH(popManuen.
Hasbixn: JIEJIOBOTO oO011eHus; MyOJIMYHBIX
BBICTYIUIGHUH; BEICHHS IE€PEroBOPOB; COCTAaBJICHHUS
JIEJIOBBIX IIUCEM; HNOJIEPIKKH JJIEKTPOHHBIX

KOMMYHHUKAIUH B chepe AeTonpon3BOCTRA.

OIIK-6 - ciocoOHOCTH pemaTh
CTaHJapTHBIE 33/1a4H
npodecCUOHAILHON
JeSITeIbHOCTH HAa OCHOBE
MH(OPMaLIMOHHON U
6ubnorpaguueckoi KyJabTyphl C
npUMeHeHHeM HH()OPMaIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH
¥ C y4E€TOM OCHOBHBIX
TpeboBaHui HH(POPMAITMOHHON
0e3011aCHOCTH

3HaHun: OCHOBHBIX MH(}OPMALMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJOIMH B c(hepe opraHuzanuu
JENIONPOU3BOJICTBA;  OCOOCHHOCTEH  COCTaBIEHHUA U
odopmieHus CIPaBOYHO-MH(POPMALIMOHHBIX U
CIpPaBOYHO-aHATUTHYECKMX JIOKYMEHTOB Ha OCHOBE
UHPOPMALIMOHHOM U  OuOnIMorpaguueckor KyilbTypHI;
BUJIOB OOpalleHUil TpakJaH M TEXHOJIOTUH pPaboThI C
HUMH.

Ymenus: pemarhb CTaHJapTHHIC 3a1a9n
npodeccHoHaNBHOM NEeSATETbHOCTH B obmacTtu
JIEJIOTIPOU3BOJICTBA ¢ TPUMEHEHHUEM HH(POPMAIIMOHHO-
KOMMYHUKAIIMOHHBIX  TEXHOJOTHUH; MOJIb30BAThCA
nH(pOPMaAITMOHHO-CTIPABOYHBIMH CHUCTEMaMHU,
AIEKTPOHHBIMU OMOTMOTEYHBIMU pecypcamu u

KOMITBIOTEPHBIMH CITPABOYHBIMU MIPABOBBIMU CHCTEMAMH.
HaBpIku: moucka ¥ aHajau3a HOPMATHBHBIX M MPABOBBIX
JIOKYMEHTOB, PETIAMEHTHPYIOIINX JAEJIOMPOU3BOJICTBO C
UCIIOJIb30BaHUEM HH(POPMAIIMOHHO-KOMMYHUKAITMOHHBIX
TEXHOJIOTHUH, BEJICHUS JIEITOTIPOU3BOICTBA "
IOKyMeHToOOopoTa B cdepe  mnpodeccruoHAIBHON
NESITeTPHOCTH C  y4eTOM  OCHOBHBIX  TpeOOBaHUU
MH(POPMALIMOHHOM 0e301acHOCTH; paboThI c
00OpaIeHUs MU TPaK/IaH.

5




3. MecTO AUCHUILIUHBI B CTPYKTYpe 00pa3oBaTeibHOH MPOrpaMMbl

Juctummaa b1.6.19 «Ocnoswl denonpoussoocmeay siBASETCS OUCYUnIuHoOU
bazo6oti uacmu A TIOATOTOBKU CTYACHTOB 10 HampapieHuto 38.03.04 —

["ocynapcTBeHHOE M MYHUITMTNIAIBHOE YIIPABJICHHE.

Iudp [IpenmectByromue IUCHUIIITMHBI [Tocnenyromume TUCUUILITAHBI
KOMIIETCHITUH y4eOHOTr0 IJ1aHa, B KOTOPBIX y4eOHOT O IJ1aHa, B KOTOPBIX
0OCBaUBaCTCI KOMIICTCHIIMS OCBaMBaeTCs KOMIICTCHIIMS
Putopuka
(1 kype)
OIIK-4 JlenoBble KOMMYHUKAIMU
NudopmaninoHHbIe TEXHOJIOTHHU B (4 xypc)
YIPABICHUU
(1 kype)
OITK-6 HNudopmaimoHHbIe TEXHOJIOTHH B JuciunnuHa sBiaseTcs
YIPaBJICHUHU 3aBepriarIei B GOpMUPOBaHUN
(1 xypc) JTAaHHOM KOMIICTEHIINHU

4. O0beM IMCHUIIMHBI (MOIYJIS) B 3a4€THBIX €IMHUIAX C YKA3aHHEM
KOJINYeCTBA aKaJeMHYEeCKHX UM ACTPOHOMHUYECKUX YACOB, BbII€JICHHBIX HA
KOHTAKTHYI0 pa0doTy 00y4aromuXxcd ¢ npenojaanarejaemM (Mo BUAaM y4eOHbBIX

3aHATHI) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4arOIUXCA

O6mass TPyIOEMKOCTh OCBOEHHUS Yy4EOHOM JUCIUIUIMHBI  «OCHOGbL
denonpouzeo0cmaay CocTaBiisieT 3 3adeTHble enuHUIBl Wik 108 akameMuyeckux
4acoB.

Kype 2 Bcero,
Kypc aK.4acoB
OO0mmas Tpy10eMKOCTh (Bcero ak. yacos / 3.ex) | 108/3 108 /3
Jlexun 4 4
KonTakTHas
pabota [TpakTuueckue 3aHsATUS 6 6
KoHntposbHas pabota - -
CamocrosTenbHas paboTa 97 97
Bun
IIPOMEKYTOUYHOU
aTTeCTaluu 3auer 1 1
(xoHT.pad. /
caMocCT.pao.)




5. Coaep:xanue TUCHUIUINHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE 10 TEMaM

(pa3aenam) ¢ ykazaHHeM OTBeJIEHHOT0 HA HUX KOJMYECTBA aKaJeMUIYeCKHX
WM ACTPOHOMHUYECKHMX YaCOB W BHIOB YUEeOHBIX 3aHATHIA

Pacnpenesienue yacoB yueOHo# padoThI CTYIEHTOB

TpynoemMKkocTh CopepxaHue
2 | o
= | &
HanmeHnoBanue < | =&
N S| E| 8|8
o pa3aciia qL') =1 o] o
JTUCHUIUIMHGI (TeMa) | Q S| |5
G =T = =
2 | 3
S | <
o | o
=
2 Kyp
[Tpenmer, 3aa4H, CTpYyKTypa
TUCIUILINHEL. Onpenenenue
MOHATU I «IIOKYMEHT»,
«ITOKyMEHTUPOBaHHAas
UHpOPMAITHS «QJIEKTPOHHBIN
BBenenue B (opmauus, P
A JOKyMEHT» B  TOCYIapCTBEHHBIX
1. A Y 10 [ 1 | 1 | 8 |crammaprax, 3aKOHOHATENLCTBE |
JIOKYMEHT B CUCTEME
JIOKyMEHTOBEJICHUH.  B3anmMOCBs3b
yIIpaBICHUS .
TIOHATU I «IOKYMEHTY u
«uHpopManus».  MecTto U poiib
JOKYMEHTOB B  YIpaBJICHUU Ha
coBpeMeHHOM  drane.  DyHKuUM
JIOKYMEHTA.
Dopmyist OKyMeHTa. TumoBoi
OcroBHbIC IpaBHa (l)opMynﬂp ,ZI(J;[K YI:HTa Dopmyns
odopmienue PMYIHD M ' PMYIAD
oOpasel. Cocras PEKBU3UTOB
YHPaBJICHICCKHUX JTOKYMEHTOB TpeOoBanus K
2. | noxymeHTOB 0 | 11118 - ' P
0o opMIIEHUIO PEKBHU3UTOB
JIOKYMEHTOB YCOP/[J B
coorBerctBuu ¢ ['OCT PD 6.30-
2003.
Ocobennoctu OpraHu3zaimoHHO-
COCTaBJICHUS H pacropsiuTebHas  JIOKyMEHTAITHSI.
odopMITeHUS JIoKyMeHTBI OpraHu3aIMOHHbIC
OpraHU3alMOHHO- (yctaB, TmOJNOXEHUE), JOKYMEHTHI
MPaBOBBIX U pacropsUTeIbHbIC
3 | PacmopAINTENbHBIX 9 1 8 (mocTaHoBIICHUE, pacropsbKeHue,
" | JOKYMEHTOB. MpHKa3s, yKa3aHue, pelnieHue).
HUcnonb3oBanue PacnopsiautensHbie JIOKYMEHTBI,
uH(OPMAIIMOHHO- U3/IaBacMbIe B YCIOBHSX
CTIPAaBOYHBIX CHUCTEM, enuHOHauanus (MIpUKa3, yKa3aHHE,
AIIEKTPOHHBIX pacmiopspKeHHe) W KOJUIETHAIBHOCTH
OMOIMOTEYHBIX (pemenue, MMOCTAHOBJICHUE).




pPECYpCoB U [TpaBuna o opMIIEHUS.
KOMITBIOTEPHBIX Hcnonb3oBanue  MHGOPMAIMOHHO-
CIIPaBOYHBIX CIIPABOYHBIX CHCTEM, JJIEKTPOHHBIX
MIPaBOBBIX CUCTEM B OMOIMOTEYHBIX pecypcoB u
obnactu KOMITBIOTEPHBIX CIPaBOYHBIX
JIEJIONPOU3BO/ICTBA. IIPABOBBIX CUCTEM B o0macTu
JIEJIONPOU3BOJICTBA.
CripaBoyHO-MH(POPMAITIOHHBIE u
CIIPABOYHO-aHATIUTUUECKUE
JokyMeHThl. CrpaBka KaKk OCHOBHOM
JOKYMEHT JaHHoro tumna. CrpaBku
BHEIIHUE U BHYTPEHHUE, IIPOCTHIE U
CIIO)KHBIE. OcoGenHoctu
odopMIIeHHsS aKTOB pAa3HBIX THUIIOB
OcoGenHoctu (mopmucanue, yTBEpKJICHUE
COCTaBJICHUA U CTPYKTypa TekcToBoi yactu). [louck
odopmiIeHUS Y aHaJu3 HOPMATUBHBIX U TPABOBBIX
CIIPaBOYHO- JIOKyMEHTOB,  PETIaMEHTUPYIOLINX
MH(GOPMAILMOHHBIX U JIEIOMPOU3BOJICTBO. OcHoBBI
CIIPaBOYHO- BEJCHUS  JEJIONPOM3BOJACTBA U
AHATUTUYECKUX JIOKyMEHTO000poTa B chepe
JIOKYMEHTOB NpOPECCUOHAIIBHON JIEATETLHOCTH C
y4eTOM  OCHOBHBIX  TpeOoBaHUU
nH(pOpMAIMOHHOW  G€30MacHOCTH.
JlokyMEeHTHUpOBaHHE KOJUIETUATILHOMN
JeSITENLHOCTH, 0CO0EHHOCTH
odopmieHus nporokosna. JloknaaHsle
u OO0BSICHUTEIbHbBIE 3aIMUCKH.
3asiBIEHUE.
Bunpl oOpameHuil rpakgaH U UX
XapakTepucTuka. JIMYHBIL TIpHEM
rpaxaaH. YCTHbIE WJIM NMHCbMEHHbIE
oOpamieHus rpaxnaat. [Ipenioxenus,
3asBJICHUS, KaJI0ObI, Xo/aTaiicTBa U
netur. OcOOEHHOCTH paboTHI ¢
JlokyMeHTHupOBaHue
AGOTLL C oOpalleHusIMHU rpaxaaH. TexHomorus
P paboThl ¢ OOpalIeHUsMHU: JIMYHBIN
oOparteHusIMu
pueM TpaKIaH; preM u
rpaxjad. [Ipasuna o
perucrpanus oOpaleHuit;
JIeJIOBOTO OOIIEHUs U
. YBEIOMJICHUE 3asBUTEINSI; KOHTPOJIb
JIEJIOBOM MepenucKy, B
3a CpOKaMu WCTIOTHEHUS
TOM HHIEIE € JIOKYMEHTOB; MH(OPMAITMOHHO
HCIIOJIb30BAHUEM M ’ P
crpaBovHas paboTa; XpaHEHUE U
COBPEMEHHBIX

JEKTPOHHBIX POPM
oOMeHa JeToBOi
nHpopmaruei.

aHaJIW3 TOCTYNUBIIUX OOpalIeHUH.

BeipaboTka CTHIIS JIEJI0BOTO
OOIIIEHH; MyOJIMYHBIX
BBICTYIIJICHUH; BEJICHUS
IIepETOBOPOB.

OcHoBHBIE TpaBWiIa  pabOTHI ¢
NHCEMEHHBIMU oOpameHnsIMH
rpakJaH. Ocobennoctu

COCTaBJICHUA JCIIOBBIX ITHUCEM,




HOJIICPKKH AIEKTPOHHBIX
KOMMYHHKAITII B chepe
JICJIONTPOM3BO/ICTBA.

Opranuzanus padoTsl
CITYXOBI
JIOKYMEHTAIMOHHOTO
obecrieueHus
yIpaBICHUSI.

Opranu3annoHHbie (pOpMBI CITYKOBI
JOKYMEHTAI[HOHHOTO ~ 00ecredYeHust
dakTopsl, BAUSIONIME Ha UX BBIOOp B
YUPEXKICHUAX PA3IMYHBIX YpPOBHEH
yrpaBieHus. TUIOBBIE CTPYKTYPHI
JIETIONIPOU3BOICTBEHHON  CITY’KOBI.
OcHoBHBIE 3amauyl W (QyHKIHH
CITyXKOBI JOKYMEHTALHOHHOTO
obecrieuenus ynpasinenus. Ilonstue
(ONIEKTPOHHBI  CTHIb  PabOTHD»
oduca.

TexHonorus
00paboTku
YIPaBJIEHUYECKUX
JIOKYMEHTOB.
Hcnonb3oBanue
MH(}OpPMaLOHHO-
KOMMYHUKaIIMOHHBIX
TEXHOJIOTHH B cepe
JIeTIOTPOU3BOJICTBA

OpraHuzanusi TOKyMEHTOO0OpOoTa B
YUPEIKICHUU. Texnomorus
00pabOTKH BXOASIINX, UCXOIAIIUX U
BHYTPCHHHUX JOKYMEHTOB.
Perucrparnus JIOKYMEHTOB "
KOHTPOJIb 3a CpOoKaMu ux
WCTIOJTHEHUS. ABTOMAaTHU3WPOBAHHBIC
CHUCTEMBI PETHCTPALMU U KOHTPOJISI
32 UCTIOJHCHHEM JOKYMEHTOB, OIIBIT
ux npumeHeHns Homenknarypa nen.

Perucrpanus n
KOHTPOJIb UCIIOTHEHUS
JIOKYMEHTOB

ITonsiTne «perucrpanus
JIOKYMEHTOBY. 3Ha4yeHue
perucTpanvy  JOKyMEHTOB  JUIS
YIIPABJICHYECKOU JeATEIbHOCTH.

[IpyHIUIIBI ¥ TTpaBUJIA PErUCTPALIUU
U UHICKCUPOBAHMUSA  JIOKYMEHTOB.

CocraB PEerucTpupyemMbIx "
HEPEruCTPUPYEMBIX JOKYMEHTOB.
Perucrpanmonnsie bopMBI.
XapakTepucThKa COBPEMEHHBIX

pPErUCTpPallMOHHBIX  (QOpPM, COCTaB
uHbpopMalUu W TOPAJOK  UX
3anonaHeHus. KoHTpois ucronHeHus
JokymeHToB. Ero 3HaueHue B
YIPaBICHYECKOI JIESITENIbHOCTH.
dopmupoBaHre  TpeOOBaHMA K
OpraHMu3alil KOHTPOJS 32 CPOKaMHU
UCIIOJTHEHUS JIOKyMEHTOB B
JIETIOTIPON3BOACTBEHHOM CITYKOE.

Opranuzanus u
MOPSAIOK
dbopmMHupoBaHUs €.
Homenknarypa aen

®opmupoBaHue  Jen.  3HaYCHHE
MPaBUIIHLHOTO dbopmupoBaHUs
JOKYMEHTOB B  Jena Uil HX
MOCTICIYIOIIETO  WCIOJB30BaHUS |
xpaHeHus.  OCHOBHBIE  TIpaBUIIA
dopmupoBanus gen. CoBpeMeHHas
HOPMAaTHBHO-METOJYECKast 6aza,
ompenensomas  TpeboBaHHS K
(bopMHPOBAHUIO Je B




nernonpousBoncTee.  OmpeneneHue
HOMCHKJIATYpPhI e, €¢ Ha3HaueHHE.
Bunel  HOMeEHKnaryp — jgen,  HX
0COOEHHOCTH. TpebGoBanus
HOPMAaTHBHO-METOIHYECKUX
JOKYMEHTOB K COCTaBICHHIO U
0(hOpPMIICHHIO HOMEHKJIATYP JIeJl.

10.

Opranuzanus
BEJIOMCTBEHHOTO
XpaHEHUs JOKYMEHTOB
U 00ecIieueHUE X
COXpPaHHOCTH

XpaHeHue JIOKYMEHTOB B
CTPYKTYPHBIX NOJPAa3JIEICHUAX
opranu3anui. OTBETCTBEHHOCTb 3a
COXPAaHHOCTh JOKYMEHTOB.
Opranuzanusi CipaBOYHON pabOThI U
MOPSAJOK BBIJAYM JOKYMEHTOB JUIS
BPEMEHHOI'O  IOJb30BaHUs  IIPU
XpaHEHUU HUX B  CTPYKTYPHBIX
MOpa3JeeHUAX. Y4eT BbLAAYU el
BO BPEMEHHOE I10JIb30BaHUE.
XpaHeHue MAaIIMHOYUTAEMBIX
JOKYMEHTOB ¥  JOKYMEHTOB Ha
MarHUTHBIX HOCUTEJISX.

11.

DKCrepTu3a eHHOCTH
JIOKyMEHTOB B
JIeITOTIPOU3BOJICTBE

10

OKcnepTh3a LEHHOCTH JTOKYMEHTOB.
HopmaruBHO-MeTOIM4ECcKHE u
TEOPETUYECKHE OCHOBBI TPOBEICHHS
HKCIIEPTH3BI. TpeGoBanus K
MIPOBEICHUIO JKCIEPTU3BI IICHHOCTH
JIOKYMEHTOB.

12.

ITonroTroBka u
repenayva Jei B apXuB
OpraHu3aIuu

11

VYHudukanus TpeOOBaHUN K JenaM,
craBaeMbIM B apxuB. HopmarusHO-
METOINIECKHE Marepuatbl
denepanbHOM apXUBHOW CITyKOBI 00
odopmMIeHUH TEI. OcHOBHBIE
TpeOoBaHUs K OG(OPMIICHUIO Jedl.
[TonHoe m yacTuuHOe OdOpMIIEHHE
nen. IlommmumBka pnen. Hymepanus
JIUCTOB. 3aBepUTENIbHAA HAAMUCH.
Buytpennsis onuce. OdopmiieHue
00JIOKKH nen MMOCTOSHHOTO,
JOJITOBPEMEHHOTO XpAaHEHHUS U TI0
JINYHOMY COCTAaBY. [IpaBuna
YaCTUYHOTO 0POPMIICHHUS AETI.

3auer (konr.pab. / camocT.paé.)

HToro 3a 2 kypc

108

97

10




6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs IAJIs1 CAMOCTOSITEIbHOM
patdoThI 00yYaAKOIIMXCH MO JUCHUIIMHE (MOTYJIIO)

CamocrosiTesIbHAsA pad0Ta CTY/ICHTOB

Ne | Bunsl camoctosarensHol paboTsl | TpynoemkocTts, | Dopma KOHTPOIS
aK.4achl
[TpopaboTka TEOpETUUECKOTO
Koncynpranus
Marepuasa 1o KOHCIEKTam
o . npenojaBate’s,
1. JIEKITUH, PEKOMEHI0BaHHOM 20 CTHO
JUTEpaType, NONOTHUTEIHHBIM Y
cobOeceoBaHNE
HUCTOYHUKAM MH(OPMaAIIUH
[ToaroroBka K mMpakTUYECKUM BricTtynnenue ¢
3aHATHSIM: IOUCK HEOOXOIUMOM JIOKJIaI0M,
9 nH@opmaru, oopadoTKa 57 npe3eHTaIus,

" | uadOopMaIn, HaITMCAHUE OTBETHI HA
JIOKJIaJ1a, IIOATOTOBKA K JIMCKYCCHOHHBIE
BBICTYIUICHUIO (JIMCKYCCHUH) BOIIPOCHI
IToaroTroBka K TEKyIeM YerHoe

3. y y 20 cobecenoBaHue,
KOHTPOJTIO (TECTUPOBAHUE)
TECTUPOBAHUE

Jlns camocToSTeNhbHOM paboThl MO JAUCHUILIMHE (MOIYJII0) oOydJaromuecs
HCIIOIB3YIOT CIIeAYIoIIee yueOHO-METOIUIECKOE 00eCIICUeHUE:

1. AcammmeB A. M. OcCHOBBI J1eTONIPOM3BOJICTBA: yueO. mocodue / A.M.
AcamueB, 1.11. MuponoBa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-¢ uzn., ucnp. u
gon. — M.: MUH®PA-M, 2017. — 146 c. — (Bricimee oOpa3zoBaHue:
bakanaBpuar). [2nexTponHbIit pecypc]. URL.:
http://znanium.com/bookread2.php?book=782839.

2. boikoa T. A. JlokyMeHTallMOHHOE OOecleueHue YyIpaBiIeHUs

(menompou3BojicTBO): yued. mocodue / T.A. breikoa, T.B. Kysnemnosa, JI.B.
Cankuna. — 2-¢ usl., nepepad. u gon. — M.: UHOPA-M, 2017. — 304 c. + Jlom.
MaTepuabl [ JIeKTpOoHHbIN pecypc; Pexum gocryna http://www.znanium.com]. —

(Boiciee  oOpasoBanme: bakanaBpuar). [Onektponnsiii  pecypc]. URL:
http://znanium.com/bookread2.php?book=762591.
3. [Tanacenko FO. A. [enonpou3BOACTBO:  JIOKYMEHTAllMOHHOE

oOecrieueHue ympapieHus: YueoHnoe nocooue / [lanacenko FO.A., — 3-e u3a. —
M.: PUOP, UHO®PA-M, 2016. — 112 ¢. — (BO: bakanaBpuar). [D1eKTpOHHBIH
pecypc]. URL: http://znanium.com/bookread2.php?book=542773.

4, ®oH/ OIEHOYHBIX M METOAUYECKHX MaTepUajoB IO JHUCIUTIINHE
«OcHOBbL 0e10npPoU3B0OCMBA».
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7.D0oH1 OLIEHOYHBIX ¥ METOAMYECKUX MATEPHUAJIOB /IJIsl IPOBeAeHMSsI
NMPOMEKYTOUHOM aTTecTAlMU 00y4YAKOIIMXCS 10 JUCHUILIHHE

7.1. IlepeyeHb KOMIIETEHIMI C YKa3aHHEM 3TANoOB UX (JOPMUPOBAHUSA B
npouecce 0CBOCHUA 00pa3oBaTeJIbHOM MPOrPAMMbI

[Ipouecc n3ydeHust AUCHUILTUHBL « OCHOBbL 0e/lonpou3800cmea» HaNPaBIeH
Ha (OPMHUPOBAHME CJICAYIOMNUX KOMIICTCHIIMMA, OTPaXEHHBIX B TACHOPTE
dbopMHUpOBaHUS KOMIIETCHITHIA:
OIIK-4 - cnocobnocmb ocywecmensims o0enogoe ooOweHue u nyoauUyHsle
BLICIYNJICHUS, 8eCMU  Nepe208opbl,  COBEUWAHUA,  OCYWECBIAMb  0ello8YI0
nepenucKy U no00epHCUBAmMyb INeKMPOHHbLE KOMMYHUKAYUU.

Omansl popmuposanusi KomnemeHyuu

1 sTam 2 3TaI 3 sTan

Puropuka
(1 xypc)

I/IH(I)OpMaHI/IOHHBIC OCHOBBI ACJONMPOU3BOACTBA I[eJ'IOBBIe KOMMYHUKaAIIUN

TEXHOJIOTUHU B (2 xype) (4 xypc)
yIPaBIEHUH

(1 xypc)

OIIK-6 - cnocobHocms pewams cmanoapmuvle 3a0a4u NPOHecCUOHAIbHOLL
0esimeNbHOCMU HA OCHO8e UHMPOPMAYUOHHOU U OUbOIUOSPApUUECKOl KYIbMYPblL C
npumMeHeHuem UHGOPMAYUOHHO-KOMMYHUKAYUOHHBIX MEXHOA0SUN U C Y4emom
OCHOBHBIX MPeb0BaAHUL UHGOPMAYUOHHOU OE30NACHOCTU.

Omanvl popmuposanusi KomnemeHyuu

1 stan 2 3Tar

WNHdopmaimoHHbIe TEXHOIOTUU B
yIpaBIeHUU

(1 xype)

OCHOBBI 1€JI0NPOU3BO/ICTBA
(2 xype)
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7.2. Onucanmne noxkasarejield u KPUTEPHUEB OLICHUBaHUSA KOMHeTeHHI/Iﬁ Ha pa3/iMYHbIX 3Tallax ux (l)OpMI/IpOBaHI/IH,
OIIMCAHMC IIIKAJ OHCHUBAHUA

Kputepuu onieHnBanus pe3ynbTaToB 00yUeHHs

= S
s E =5
5 2 % HnaHpregI bie He 3auteno 3a4TeHO 3a4yTeHo 3a4TeHo
= cE = PE3YIILTATHL OBYHCHIA (0-54 6amoB) (55-69 6amnoB) (70-84 Ganna) (85-100 6ammoB)
s 2
2 sran
3HaHus: He 3Hnaer: JemMoHCcTpHpYyET JleMoHCcTpUpYyET JleMoHCcTpUpYyET
- OCHOBHBIX TIOHATUH | - OCHOBHBIX TOHSATUHN | YACTUYHBIC 3HAHH Oe€3 | JOCTATOYHBIC 3HAHUSA B | BBICOKUH YPOBEHb
. COBPEMEHHOTO COBPEMEHHOTO rpyOBIX OMHUOOK: 06a30BoM o0BEME: 3HAHUM:
= JIeIONPOU3BO/ICTBA; JIEIONPOU3BO/ICTBA; - OCHOBHBIX IIOHSATHH | - OCHOBHBIX TIOHSTHH | - OCHOBHBIX IOHSTHH
‘é HOPMATHUBHO-TIPABOBOM | HOPMATHBHO-TIPABOBOM COBPEMEHHOTO COBPEMEHHOTO COBPEMEHHOTO
z 0a3bl opranuzanuu | 6as3sl OpTraHHu3aIiy | IEJIONPOU3BOJICTBA; JIeNOTPOU3BOICTBA; JIeNOTPOU3BOICTBA;
g JICIIONIPOU3BOJICTBA B | JICJIOMPOU3BOJICTBA B | HOPMAaTHBHO-TIPABOBOW | HOPMATUBHO-TIPABOBOM | HOPMATHBHO-IIPABOBON
& chepe chepe 0a3bl opranuzanuu | 6a3sl opranuzanuu | 6a3sl OpraHHu3aIiH
= npodeccnoHaTEHOM npodeccrnoHabHOM JICJIONPOU3BOJICTBA B | JICJIONPOU3BOJICTBA B | JICJIONPOHU3BOJICTBA B
E = NeSTeNbHOCTH, TPaBHII | NEATEIbHOCTH;  MpaBui | cdepe chepe chepe
& % 5 COCTAaBJICHHSI, COCTAaBJICHHS, npodeccCuoHaATbHON po¢eCCHOHATBHON npo¢eCCHOHATBHON
= B é 00paboTKH, ABWXKEHUs, | 00paOOTKU, JNBIDKEHUS, | AEITETBbHOCTH; TPaBUI | ASSITENLHOCTH, MPABWI | IEATEIBHOCTH; TPaBUI
’o:> = ®) XpaHCHHS U | XpaHEHUs U | COCTaBJICHUS, COCTaBJICHHS, COCTaBJICHHS,
s 2 HCIOIb30BaHUS HCIIOIb30BaHUS 00paboTKH, ABMXEHUSA, | 00pabOTKU, IBUKEHUS, | 00paOOTKH, ABWKCHUS,
§ JTIOKYMEHTOB B | JIOKYMCHTOB B | XpaHEHUs U | XpaHeHUs U | XpaHEHUs u
5 OpraHH3aIiy; OpraHH3aIiH; HCITOIb30BaHMS HCITOJIb30BaHUS HCITOJIb30BaHUS
5 MpeTHa3HAYCHUS U | IpeTHa3HAYCHUS U | TOKyMEHTOB B | IOKYMECHTOB B | IOKYMCHTOB B
% cocraBa cocTaBa OpTraHH3aIi; OpraHH3allvy; OpraHu3allvy;
2 OpraHU3aIMOHHO- OpraHU3aIMOHHO- NpeaHa3HAYCHUS U | IpeaHa3HAYCHHS U | IpeaHa3HAYCHHS u
5 MIPaBOBBIX U | TIPAaBOBBIX U | cocTaBa cocraBa cocraBa
pacropsIIUTEIbHBIX pactopsIIUTETbHBIX OpraHU3aIMOHHO- OpraHU3aIMOHHO- OpraHU3aIMOHHO-
JIOKYMEHTOB, UX | TOKYMEHTOB, WX | TIPaBOBBIX U | PaBOBBIX U | PaBOBBIX u
byHKIMH W Tmopsaka | QyHKIMHA W TOpsAKa | pacropsIUTEIbHBIX pacoOpSANTEIHHBIX pacoOpSANTEIHHBIX
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pa3paboTKu; OCHOB | pa3palboTKu; OCHOB | JOKYMEHTOB, UX | JOKYMEHTOB, UX | JOKYMEHTOB, ux
JIeTTIOBOTO OOIIEHUS JIeTTIOBOTO OOIIEHUS ¢bynkuuid w  mopsaka | GyHKOMA W mopsaka | QyHKOMME W mopsaka
Jomyckaet rpyoble | pa3paboTKy; OCHOB | pa3palboTKu; OCHOB | pa3pabOTKH; OCHOB
OIITMOKH. JIEJIOBOTO OOIIEHUS JICIIOBOTO OOTIIEHUS JICIIOBOTO OOTIEHUS
Ymenus: He ymeer nim JeMoHcTpHpyeT JleMoHCcTpUpYyET JleMoHCcTpUpYyET
- OCYIIECTBIISITh | IEMOHCTPUPYET YacTUYHbIe YMeHUs 0e3 | 0a30BbIii ypOBEHB BBICOKHI YpOBEHb
JIEJI0BOE oOLIeHNE; | YaCTUYHbIE YMEHUS, rpyObIX OMIMOOK: YMEHUN: YMEHUH:
MIPOBOANTD JoTTycKasi TpyOble - OCYIIECTBIISTS | - OCYIIECTBIIATS | - OCYIIECTBIISATH
MIEPErOBOPHI; OIIINOKH: JIEIOBOE o0llleHHE; | IEJIOBOE oOleHue; | 1eJIOBOE o0leHHe;
COBEILIAHUS; - OCYIIECTBJIATH JEIOBOE | MPOBOJIUTH MIPOBOANTD MIPOBOUTDH MEPETOBOPHI;
pa3pabaTsiBaTh oO1eHue; MIPOBOJIUTH | TIEPETOBOPHI; MIEPETOBOPHI; COBECIIAHUS;
JIOKaJIbHBIE MIEPETOBOPBL; COBEILIAHUS; COBEILAHUS; pa3pabaThiBaTh
HOpPMAaTHUBHBIE COBEIIaHUS; pa3zpabaThiBaTh pa3zpabaThiBaTh JIOKaJIbHbIE
JIOKYMEHTHI, pa3pabaTbiBaTh JIOKaJIbHbIE JIOKaJIbHBIE HOpPMAaTUBHBIE
periiaMeHTHPYIOIINe JIOKaJIbHBIE HOPMATHBHEIC HOPMAaTUBHBIC JOKYMEHTBI,
yIPaBICHUECKYIO HOpPMAaTHBHBIE JIOKYMEHTHI, JOKYMEHTBI, perIamMeHTHpYIOIIne
NEeSTeTbHOCTh;  BECTU | JIOKYMEHTHI, periaMeHTHPYIOIIe periiaMeHTHPYIOIINe YIPaBJICHUYECKYIO
JICTIOBYIO TIEPENHCKY, B | pEIJIAMEHTHPYIOLINE yIPaBIECHYECKYIO YIpaBIEHYECKYIO JesITeNbHOCTD; BECTHU
TOM YqHUCIIe C | yIpaBJICHUYECKYIO NeSTEIbHOCTh;  BECTU | ICATEIILHOCTh,  BECTH | JIEJIOBYIO TEPENNCKY, B
HCIIO0JIb30BaHUEM NeSATEIbHOCTD; BECTH | JIEJIOBYIO MEPEINUCKY, B | JEIOBYIO NEPENHUCKY, B | TOM yucIie c
COBPEMEHHBIX JIEJIOBYIO TIEPENUCKY, B | TOM YUCIIe c | ToM YUCIIe C | UCTIOJB30BAHUEM
ANEKTPOHHBIX dbopM | Tom qrcie C | UICTIOTTE30BaHUEM HCIOJIb30BaHHEM COBpPEMEHHBIX
oOMeHa JIETIOBOM | MCIIOJIb30BAaHHUEM COBPEMEHHBIX COBPEMEHHBIX AIMEKTPOHHBIX bopm
uHpopmanuen COBpPEMEHHBIX ANEKTPOHHBIX (hopM | PIEKTPOHHBIX ¢dbopM | obmeHa JIeJI0BOM
AJIEKTPOHHBIX dbopm | oOMeHa JIeTI0BOM | oOMeHa JieloBoi | mHpOpMaITuei
oOMeHa 7enoBoi | HHpOpMaLuei uHpopmanuei
nHpopmanuen
HaBbiku: He Bnaneet nimn JleMoHCTpHpYyET JeMoHCcTpUpYyeT JleMoHCTpUpYET Ha
- JIeNIOBOTO OOIIEHUS; | IEMOHCTPUPYET HU3KUN | YaCTUYHBIC BIaICHUS 0a30BbBIi YPOBECHD BBICOKOM YpOBHE
MyOIHYHBIX YpOBEHb BJIaJICHUS 6e3 rpyOBIX OMHNO0K BJIa/ICHUS HAaBbIKAMU: BJIa/ICHUE HaBBIKAMHU:
BBICTYIUICHHI;, BEJICHUS | HABBIKAMU: HaBbIKaMHU: - JICNIOBOTO OOIIEHUS; | - JEIOBOTO OOIICHMUS;
TIEPETOBOPOB; - JIeIOBOTO  OOIIEHHUS; | - JIeJIOBOTO OOIICHUS; | MyOJIUYHBIX MyOJTUIHBIX
COCTaBJICHHS JICJIOBBIX | MyOJIMYHBIX MyOJTMYHBIX BBICTYIUICHHI; BEJICHUS | BBICTYIJICHUH; BEICHUS
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HHUMH

Jomyckaet rpyoObie
OILIMOKH.

oOpareHuit rpaxaaH u
TEXHOJIOTUH paboThl ¢
HUMH

oOpamieHuil TpaxaaH U
TEXHOJIOTUI PabOTHI C
HUMHA

HCeM; HOJJICPKKH | BBICTYIUICHUH; BEACHUS | BBICTYIUICHHI; BEACHUS | IEPErOBOPOB; IIEpETOBOPOB;
AJIEKTPOHHBIX MIEPErOBOPOB; MIEPErOBOPOB; COCTABJICHHS JIETIOBBIX | COCTaBJICHUS  JICJIOBBIX
KOMMYHUKAIMN B | COCTAaBJCHHUS  JICJIOBBIX | COCTAaBICHUS JICJIOBBIX | ITHUCEM; MOJJICPXKKH | ITUCEM; MOJICPKKH
cdepe MIUCEM; HOJJICPIKKH | TTUCEM; HOJICP>KKH | AJIEKTPOHHBIX AIIEKTPOHHBIX
JETONPOU3BOICTBA AIIEKTPOHHBIX JIIEKTPOHHBIX KOMMYHUKAIMN B | KOMMYHHKanui B chepe
KOMMYHHUKaIMi B cdepe | KOMMyHUKaUH B | cdepe JeJIONPON3BOCTBA
JEeT0ONPOU3BOICTBA chepe JETONPOU3BOICTBA
JlonyckaeT rpyobie JIeTTOTIPOU3BO/ICTBA
OIIMOKHU.
3HaHus: He 3Haer: JeMoHcTpHpyeT JleMoHCcTpUpYyET JleMoHCcTpUpYyET
- OCHOBHBIX | - OCHOBHBIX | YaCTHYHbIC 3HAHHUS 0€3 | JOCTaTOYHBIC 3HAHMS B | BHICOKUI yPOBEHb
MH(POPMAIMOHHO- UH(POPMAIMOHHO- rpyObIX OMIMOOK: 6a30BOM 0OBEME: 3HAHUM:
KOMMYHUKAIIHOHHBIX KOMMYHUKAIIHOHHBIX - OCHOBHBIX | - OCHOBHBIX | - OCHOBHBIX
TexHoNoruik B cepe | TexHonmoruié B cdepe | ”HPOPMALMOHHO- MH(POPMAIMOHHO- nH(POPMAIIMOHHO-
OpraHH3aLuH OpraHHU3aLUH KOMMYHUKAIIHOHHBIX KOMMYHUKAIIHOHHBIX KOMMYHUKAIIHOHHBIX
JIeTIOTIPON3BOICTBA; JIeTIOTIPON3BOICTBA; TEXHOJIOTHH B cdepe | TexHOomoruii B cdepe | TexHONOTHH B cdepe
ocoOeHHOCTeH ocoOeHHOCTeH OpraHu3aIu OpraHu3aIH OpraHH3aluH
COCTaBIICHHUSI U | COCTaBIICHHUSI U | IeIONPOH3BOJICTBA; JeTOTIPON3BOICTBA; JeTOTIPON3BO/ICTBA;
odopmieHus oopMIIeHHUs CIPABOYHO- | 0cCOOEHHOCTEH 0COOEHHOCTEMH 0COOEHHOCTEMH
© CTIpaBOYHO- WH(POPMAIIMOHHBIX U | COCTaBIICHUS U | COCTaBIICHHS U | COCTaBIICHHS "
o MH(GOPMALIMOHHBIX U | CHPAaBOYHO- oopmienus oopmienus oopmienus
5 CTIpaBOYHO- AHATTUTHYECKUX CIIpaBOYHO- CIIPaBOYHO- CIIPaBOYHO-
aHATTMTUYECKUX JOKYMEHTOB Ha OCHOBE | MHQOPMAIMOHHBIX ¥ | MHQOPMAIIMOHHBIX U | HHPOPMALIMOHHBIX u
JOKYMEHTOB Ha OCHOBE | HH(OPMAIIMOHHOH U | CIIpaBOYHO- CIIPaBOYHO- CIIPaBOYHO-
nHPOpPMAIMOHHON U | OGubIHorpaduuecKoit aHATUTHYECKUX aAHATTMTUYECKUX aAHATTUTUYECKUX
o6ubmnorpaduueckoit KYJIbTYpHI; BHJIOB | IOKYMEHTOB Ha OCHOBE | JOKYMEHTOB HAa OCHOBE | IOKYMEHTOB Ha OCHOBE
KYJIBTYpPBI; BUJIOB | oOpaleHnii rpaxaaH ¥ | ”HQOpMallMOHHOW W | HHPOPMAMOHHOW U | HH(POPMALIMOHHOM U
oOpareHuil TpaXJaH W | TEXHOJIOTHH paboTel ¢ | Oubiamorpaduyeckon oubnmorpaduaeckoit oubnmorpaduaeckoit
TEXHOJIOTUH pPabOTHl C | HUMHU KYJIBTYpBI; BUJIOB | KYJBTYPBHI; BUJIOB | KYJBTYpBHI; BUJIOB

oOpamieHuil TpaxaaH u
TEXHOJIOTUH paboThl C
HUMHA
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Ymenus:

- pemaTh CTaHIAPTHHIE
3aJ1auu
npodeccnoHaTbEHOMI
JeSTeTbHOCTH B
obnactu
JIeTIOTIPOU3BOJICTBA  C
MIPUMCHCHHEM
nH(pOpPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;
IOJIB30BAThCS
nH(pOpPMaIMOHHO-
CIIPaBOYHBIMU
CHCTEMaMH,
ANEKTPOHHBIMHU
OUOIMOTEYHBIMU
pecypcamu u
KOMITEIOTEPHBIMA
CIPaBOYHBIMU
MIPABOBBIMU CUCTEMaMH

He ymeet nnmn
JIEMOHCTPHPYET
YacTUYHbIC YMEHUS,
JI0TTyCKasi rpyOble
OLLIMOKU:

- pemaTth CTaHJapTHHIC
3a/1a4u
npodeccnoHaTBEHOM
NEeSITeIbHOCTH B 00JIacTH
JIeTTOTIPOU3BOICTBA C
MIPUMEHEHHEM
UH(POPMAIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;
TI0JIb30BAThCA
MH(}OPMALIMOHHO-
CIPaBOYHBIMU
CUCTEMaMH,
ANEKTPOHHBIMU
OMOIMOTEYHBIMU
pecypcamu u
KOMITBIOTEPHBIMU
CIIPaBOYHBIMU
MIPaBOBBIMU CUCTEMaMHU

JleMoHCcTpUpYyET
YacTUYHbIC YMEHUs 0e3
rpyOBIX OIHOOK:

- pemaTh CTaHIAPTHHIC
3a/1a4u
npodeccrnoHaIbHOM
JeSITeNIbHOCTH B
oOnactu
JIEIONPOU3BOJCTBA €
IPUMCHECHUEM
nH}OpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;
MI0JIb30BATHCS
nHpOpMaIMOHHO-
CTIIPaBOYHBIMU
CUCTEMaMHU,
INEKTPOHHBIMHU
OMOIMOTEYHBIMU
pecypcamu u
KOMITEIOTEPHBIMHU
CIPAaBOYHBIMU
MIPaBOBBIMU CUCTEMAMH

JeMoHCcTpUpyeT
0a30BbIif ypOBEHb

YMEHUH:

- pemaTh CTaHAAPTHBIC
3a/1auu
npodeccuoHaATBLHOM
NesITeIbHOCTH B
obnacTu
JENIONPOU3BOJICTBA  C
MIPUMCHCHHEM
nH(pOpPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIL;
MOJIB30BATHCS
nH(pOpPMaIMOHHO-
CIPaBOYHBIMHU
CUCTEMaMHU,
ANEKTPOHHBIMA
OMOIMOTEYHBIMU
pecypcamu "
KOMITEIOTePHBIMU
CIPaBOYHBIMU
MIPABOBBIMHU CHCTEMaMU

JleMoHcTpUpyeT
BBICOKUI YPOBEHb

YMEHUM:

- pemiath CTaHAApTHBIC
3a/1auu
npodeccunoHaATBEHOMI
NesITeNIbHOCTH B
obnacTu
JeNIONPOU3BOCTBA c
MIPUMCHCHHEM
nH(pOpPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIL;
MOJIB30BATHCS
nH(pOpPMaIMOHHO-
CIIPaBOYHBIMHU
CUCTEMaMHU,
AMEKTPOHHBIMU
OMOIMOTEYHBIMU
pecypcamu "
KOMITEIOTEPHBIMU
CIPaBOYHBIMU
MIPABOBBIMU CHCTEMaMU

HaBrpIknu:

- TIOMCKa MW aHajm3a
HOPMAaTHUBHBIX 51
MPaBOBBIX JOKYMEHTOB,
periIaMeHTHPYIOIINX
JEJONPOU3BOJICTBO  C
HCITOJIb30BaHUEM
MH(POPMAIIMOHHO-
KOMMYHUKAIIMOHHBIX
TEXHOJOTUH, BEACHUS

He Bnageet vim
JEMOHCTPUPYET HUZKUI
YPOBEHB BIIAJCHUS

HaBBIKAMU:
- TOHCKa U aHaIu3a
HOPMAaTHUBHBIX u
MPaBOBBIX JIOKYMEHTOB,
periaMeHTUPYIOLIUX
JIeJIONPOU3BOJICTBO C
WCIIO0JIb30BAaHUEM

JlemoHCTpHpYyET
YaCTUYHBIC BIAICHUS
0e3 rpyOBIX OMHUOOK

HaBbIKAMHU:

- TMOHCKa M aHalu3a
HOPMAaTHUBHBIX u
MPaBOBBIX JIOKYMEHTOB,
perIaMeHTUPYIOLIUX
JEJIONPOU3BOJCTBO  C
HCIIOJIb30BAHUEM

JleMoHCTpHUpYyET
0a30BbIif ypOBEHb

BJIaJICHHUA HaBbIKaMMH:
- JIOMCKa W aHaJu3a

HOPMAaTHUBHBIX u
MIPAaBOBBIX JOKYMEHTOB,
perJIaMEeHTHPYIOIINX
IEIONPOU3BOACTBO  C
UCTIOJIb30BAaHUEM
MH(pOPMAIMOHHO-

JleMoHCTpHpYyET HA
BBICOKOM YPOBHE
BJIaJACHHUEC HaBbIKaMU:

- TMOMCKa U aHaJlIu3a

HOPMAaTHUBHBIX u
MPaBOBBIX JIOKYMEHTOB,
perJIaMEeHTHPYIOIINX
JEJIOINPOU3BOACTBO  C
UCTIOJIb30BAaHUEM
MH(pOPMAIIMOHHO-
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JeTIOTIPOU3BOCTBA U
JOKYMEHTO000pOoTa B
chepe
npodeccnoHaTbEHOMI
NESITeTbHOCTH C YUYETOM
OCHOBHBIX TpeOOBaHUI
nH(pOPMaITMOHHOM
6e3omacHOCTH; PabOTHI
C oOparnieHusIMHU
rpaxkaan

HH(POPMaIMOHHO-

KOMMYHHKAITHOHHBIX
TEXHOJIOTUH,  BEICHUS
JIeTIOTIPOU3BOICTBA u
JTOKYMEHTO000poTa B
chepe
npodecCuoHAITbHON
NESITETbHOCTH C yYETOM
OCHOBHBIX  TpeOOBaHMIA
MH(POPMAIIMOHHOM

0e301acHOCTH; paboOTHI C
oOpallleHusIMU  IpaXKaaH
Jomyckaet rpyobie
OIIINOKH.

uH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUH, BEICHHS
JIeTIOTIPOU3BOJICTBA |
JOKYMEHTO000pOoTa B
chepe
npodeccuoHaTbHON
NeSITETBHOCTH C YIE€TOM
OCHOBHBIX TpeOOBaHHI
UH(POPMALIMOHHOM
0e301acHOCTH; pabOTHI
c oOpareHusIMu
rpaxkaH

KOMMYHHUKAITHOHHBIX
TEXHOJIOTHH, BEACHHS
JETONPOU3BOJICTBA |
JOKYMEHTO00OpOoTa B
chepe
npodeccuoHaATBLHOM
JESTEeTBbHOCTH C YYETOM
OCHOBHBIX TpeOOBaHMIA
HH(pOpMaAITMOHHOM
0e30macHOCTH; PabOTHI
c oOparnieHusIMHU
rpakJaan

KOMMYHHUKAITHOHHBIX
TEXHOJIOTHH,  BEICHUSI
JETONpPOU3BOACTBA |
JOKYMEHTO00OpOoTa B
chepe
npodeccunoHaATBEHOMI
JESTEIbHOCTH C Y4E€TOM
OCHOBHBIX TpeOOBaHHI
nH(pOpPMaAITMOHHOM
6e3onmacHoOCTH; pabOTHI ¢
0OpalIeHUsIMU TPAXKIAH
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7.3. TunoBbie KOHTPOJIbHbIE 32aHUS UJIH HHbIE MAaTEPHUAJIbI, HEOOXOUMbIe
1JI51 OLleHKH 3HAHMI, yMEeHH i, HABBIKOB M (MJIM) ONbITA JeSITeJIbHOCTH,
XapaKkTepu3youIuX dTanbl (JOpMUPOBAHUS KOMIIETEHUMI B Mpoiecce

0CBOEHMsI 00pa30BaTeIbHOI MPOrpaMMbl

7.3.1 Tunosbie BONPOCHI K 3a49€Ty

FOCYI[APCTBEHHBIPI MHCTUTYT DKOHOMUKHU, PUHAHCOB, ITPABA U TEXHOJIOTUA
Kadeapa rocyarapcTBeHHOro 1 MyHHIHIAJLHOIO YIIPABJICHHS
BWJIET K 3AYETY Ne 1
ITo gucrmmuiiae «OCHOBBI JIEJIONPOU3BOACTBAY
2019-2020 yu.roxn

TeopeTnyeckre BOOPOCHI:
Tect 1.
[IpakTuKO-OopUeHTHPOBaHHOE 3amanue Nel

H.o.3aB. kadenpoii rocy1apcTBEHHOTO

Y MYHULIMIIAJIBHOIO YIIPABJICHUS KaHa.moiauT.Hayk Skumuayk H.H.
(noonucwv)

FOCYIIAPCTBEHHHﬁ UHCTUTYT DKOHOMUKU, DUHAHCOB, IIPABA 1 TEXHOJIOT' U
Kadeapa rocynapcTBeHHOro 1 MyHUIIUNIAJIBLHOIO YIIPABJIEHHUSI
BWJIET K 3AYETY Ne 2
ITo gucimmianie «OCHOBBI JIETONPOU3BOICTBAY
2019-2020 yu.rox

TeopeTnyeckre BOIPOCHI:
Tecr 2.
[IpakTHKO-OpUEHTHPOBAHHOE 3amanue No2

WN.o.3aB. kadenpoit rocy1apcTBEHHOTO

Y MYHULIMIIAJIBHOIO YIIPABJICHUS KaHa.moiauT.Hayk Skumuyk H.H.
(noonucwv)

IHpumep Tecra.
Tect 2 Ilpasunvnvix eéapuanmoe omeemos modicem Ovimb HECKOIbKO
1. B kakoM ciiyyae NpaBWIbHO 0OpMIIeH PEKBH3UT «Apecar»:
1.1. 603400, r. Huxxuuit HoBropos
I'CII-57 np. I'arapuna 46,
BBKY, ka6. 315
H.T. ITaBnoBy
1.2 B xoMHTET 110 A€1aM MOJIOAEKHA
Anmvunuctpanuu Cankt- [letepOypra
r-ny [Ipusanosy T.I1.

1.3  T'en. nupekropy
3A0 «Muxkpon»
r-uy Hukutuny O.b.

1.4 Cemenoboit H.U.
nip. [IpocBenienus, a. 6, KB. 22,
r. Caparos, 305243
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2. B kakoMm cirydyae npaBHIIbHO 0)opMIIeH peKBU3UT «OTMeETKAa 0 HATMYHUHI
NPUJI0KEHUS», €CJIN MPUJIAraeMblii JOKYMEHT B TEKCTe CJIy:KeOHOro nuchbma
He Ha3BaH?
2.1 [Tpunoxenue: [loctaHoBieHUE Ha 2 1.
2.2  Ilpunoxenwue: Ha 3 JI. B 2 3K3.
2.3 [Tpunoxenue: 1. CrpaBka 0 cONIACOBaHUM ITPOEKTa HA 2 JI.
2. OT3BIBBI 110 MPOEKTY Ha 3 JI. B 3 9K3.
3. PexBu3ut «McnosHuTeab» ogopmiisieTcs ciaelylommuM o6pa3om:
3.1 MUcn. Kanunauna I'JI. 245-67-12
3.2  CrenanoB Ban ®enoposuy 145 23 80
3.3  Kiuumosa (89) 561-54-45
34 TI'.U. HoBuxos
12317 39
4. B cocTaB pekBu3uTa «OTMETKA 0 3aBePEHUU KOIHN» BXOISAT:
4.1 CnoBo «BepHo», HAaNMEHOBaHNE JOJKHOCTH, JIMYHAS TIOJAIUCH, AaTa.
4.2  CnoBo «BepHo», HaMUMEHOBaHHUE TOJKHOCTH, JIMYHAS MOAIHUCH,
paciudpoBka, MOANUCH, aTa.
4.3 CnoBo «BepHo», HauMEHOBaHKE JOJKHOCTH, JaTa.
5. B kakoM ciydae NpaBHJIbHO 0(pOpPMIIEH PEKBU3HUT «3aroJI0BOK»?
5.1 Ilo nnyHOMY COCTaBy
5.2 O mpubopax «PotoH-320%
5.3 «OO0 yTOYHEHUH IITATOBY.
5.4 OO0 obecrieueHUN KOHTPOJISL.
6. B kakoMm ciiydae npaBuiIbHO opopmieH pekBu3uT «I'pud yrBep:kaenus»?

6.1 VYrtBepxueH
IIpuxka3 nupexropa HIN
«llemeHT»

12.05.2003 Ne 43-im

6.2 «<YTBEPIXIEH O»
[IpoTokonom cobpanus
ot 24.10.2003 Ne. 58

6.3 VTBEPXIIAIO

[Ipopekrop no yue6Hoil paboTte

JInunasg noanuces H.W. [Ipoxopos

17.08.2003

7. Pe301I011MI0 HA CJIYKeOHOM NMHCbMe cJelyeT MUCaTh:

7.1 B 3arosioBOYHOM 4acTH JOKyMEHTa Ha CBOOOIHOM OT TEKCTa MECTE.
7.2 Tlox TekcToM.

7.3 Ha mo60M cBOOOIHOM OT APYTUX PEKBU3UTOB MECTE.

8. OTTHCK NeYaTu MPOoCTaBJISIeTCS:

8.1 Ha mo6oMm cBoOoHOM MecTe HIKe pekBu3nuTa «llogmucoy.
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8.2 Ha cBob6oaHOM MecTe JieBee MOAMKUCH, C YACTUYHBIM MEPEKPHITUEM JTHUHOM
TIOTINCH.

8.3 Ha cB0oO0gHOM MecTe, ¢ YaCTUYHBIM MEPEKPHITUEM JIMYHON TTOAMKUCH U
HaMMEHOBAHUS TOKHOCTH.

9.J/lokyMeHT, He U3JAIIHNICS HA OCHOBE eITUHOHAYAJINS:

9.1 Vka3ml

9.2 Vkazauus

9.3 Ilpukasbr

9.4 Pemrenwe ().

10. lokymMeHT, He OTHOCAIIMICS K HH()OPMAITHOHHO- CITPABOYHBIM:

10.1 ITucepMa.

10.2 loxmamHble, CTy>KeOHbIC U OOBSICHUTEIBHBIC 3aITUCKH.

10.3 CnpaBkw.

10.4 AKTBI.

10.5 dorogop.

IIpyMep NpaKTHKO-OPHUEHTHPOBAHHOIO 32/ IaHHUA.

Ilpakmuko-opuenmuposannoe 3adanue Ne 1:

[Tpencenarens deaepanbHOro rocyAapCTBEHHOTO OIOIKETHOTO YUPEKIACHUS
Haykn DenepanbHbIil HCCIIEN0BATENbCKUM LHEHTp "KapenbCKuil HayyHBIH LIEHTP
Poccuiickoit akanemuun Hayk" (cokpami. - KapHI[ PAH) O.H. baxmer 15 wmas
TEKYLIEro rojia u3jai U noAmnucan pacnopsskeHne o0 y4acTHd B OOILETOPOACKOM
cy00oTHuke. OOmeropojackol cyo0OTHUK 1O YOOpKe Tropoja Mo JACBU30M
«JIrobuMoMy TOpOay — JOCTOMHYHO YHUCTOTY» MPOBOAWICS AJIMUHHUCTpalUCH
r.Ilerpo3aBoacka 18 mas Tekymiero roaa.

CocraBbre PacnopspkeHre, B KOTOPOM MPEANUCHIBAETCS MOApa3aeIeHUSIM
KapHIIl PAH npunsate yuactue B 001IETOPOJACKOM CYOOOTHHUKE HA MPUIIETAIOIINX
Kk lleHTpy TeppuUTOpUsIX M B NPOU3BOACTBEHHBIX MOMELICHHSIX. OpraHu3anus
paboThI 10 YOOpKE TEPPUTOPHH BO3JIaraeTcs Ha HavaJbHUKA aJMUHUCTPATHBHO-
xo3ducTBeHHOro  oraena  B.Il.Mapxkosy. HavanpHuky  aBTOXO3sMCTBa
O.B.Py6aHoBy mpeanuchIBaeTCs BBIICIUTH aBTOTPAHCIIOPT MJis BBIBO3a MycCOpa.
Ucnonuurens pacnopsixenust OxkarbeBa C.b.

7.4. MeToauyeckue MaTepHuaJibl, ONpeaeJsolme Npoueaypbl OeHuBaAHUS
3HAHUH, YMEHHU, HABBIKOB MJIM ONBITA AEATEJbHOCTH, XaPAKTEPU3Y0IIHe
JTanbl (OPMUPOBAHUA KOMIIETEHIIM A

B TUDOIIT pns oueHKM 3HAHUM, YMEHUN, HABBIKOB WU (WJIM) OIBITa
JESTEIbHOCTH HUCHOJNb3yeTcsl OamipHO-peiiTuHroBast cucrema. [lox OaiibHO-
PEUTHHIOBOM CHCTEMOM MOHUMAETCS CUCTEMA KOJIMYECTBEHHOM OLIEHKM KadecTBa
ocsoeHuss OIl BO. Ilpm 3TOoM wH3ydaeMas JOMCUMIUIMHA JEIUTCA HA Pl
CaMOCTOSITEJIBHBIX, JIOTUYECKH  3aBEPLUECHHBIX pa3lenoB (Monyiei) i
IIPOBENICHHUS 10 HUM KOHTPOJIBHBIX MEPOIIPHUITHIA.

Texymuil KOHTpOJIb MpeAcTaBIsieT coOOM MPOBEPKY YCBOEHUS Yy4eOHOTro
MaTepyaja TEOPETUYECKOrO0 M IPAKTHYECKOrO0  XapakTepa,  pPeryJsipHO

20



OCYLIECTBJISIEMYI0 Ha NPOTSKEHUU cemecTpa. K 10CTOMHCTBaM JAaHHOIO THUMA
OTHOCUTCSL €ro CHUCTEMaTUYHOCTb, HEMOCPEICTBEHHO KOppEIupyromascs ¢
TpeOOBaHHEM MOCTOSIHHOTO U HEMPEPHIBHOIO MOHUTOPUHTA KauecTBa OOy4eHHUs], a
TaK¥Ke BO3MOKHOCTb OaJITbHO-PEUTUHTOBOM OLICHKHM  YCIIEBAEMOCTHU
oOyuaronuxcs. K ocHOBHbIM (hopmMaM TeKyIIEro KOHTPOJIs (TEKyIIeil aTTecTalumn)
MO>KHO OTHECTH YCTHBIH OIpPOC, MMCbMEHHbIE 3a/1aHHsI, KOHTPOJIbHBIE PAOOTHI.

[IpomexxyTouHast arrectanusi, Kak MPaBHIIO, OCYHIECTBISETCS B KOHIIE
CEMECTpa U MOXET 3aBepIIaTh M3YYEHUE KaK OTIAECIbHOW JAMCLMIUIMHBI, TaK U €€
pasnena (pa3nenoB) /Moayns (Moxyineit). [IpomexyTodHas arrectanusi MOMOTaeT
OLICHUTh 00JIe€ KPYIIHbIE COBOKYITHOCTH 3HAHUW M YMEHHI, B HEKOTOPBIX CITydasx
— gaxe (QOopMUpOBaHUE OINPEACICHHBIX MNPO(HECCHOHATBHBIX KOMIIETEHLIUMN.
JlocTOMHCTBA: MOMOTAaeT OLEHUTh O00Jiee KPYNHbIE COBOKYIMHOCTH 3HAHUN H
YMEHUH, B HEKOTOPBIX Cily4yasx — Jaxe (OpMUPOBAHHE ONpPENEIECHHBIX
npo(ecCHOHANBHBIX KoMIeTeHUud. dopma MNPOMEKYTOUHOM arTecTaluu 10
muctutuinHe  "OcHosbl  denonpou3goocmea’™. 3adeT. Tekyluid KOHTPOJIb U
IIPOMEKYTOUHAsl aTTecTalus TPaJAUIMOHHO CIYXaT OCHOBHBIM CPEACTBOM
o0ecrniedyeHuss B yueOHOM Ipolecce «oOpaTHOM CBSI3U» MEXIY IpenojaBaTesieM U
oOyJaromumMmcsi, HeoOXOJUMON IJIsi CTUMYJIUPOBaHUS padbOThl OOyyaroUUXxcs U
COBEPIICHCTBOBAHUS METOUKHU MIPENOAABAHUS YU€OHBIX AUCLHUILINH.

[To pe3ynpTaTamM MNPOMEKYTOYHOM AaTTECTAl[MM CTYJEHTY 3aCUUTHIBAETCS
TPYJOEMKOCTh  AWCHUIUIMHBL B 3a4ETHBIX  €AMHMIAX,  BBICTaBJISETCS
muddepeHMpoBaHHas  OLIEHKa B NPHUHATOM  By3€  CUCTeMe  0ailios,
XapakTepHu3yrollas KauecTBO OCBOEHUS CTYyIEHTOM 3HAHUM, YMEHUI U HABBIKOB 10
ATOW JUCIUILIVHE.

YPOBHU OCBOEHUA JNCHUIIJINHBI

MuHUMaTBHBIN OcHoBHOM IIpoBUHYTBII
bannv 55-69 70-84 85-100
Ouenka 3a4TEHO

Onenka «3auyTeHo» (Oosee 55 OamIoB) CTaBUTCA, €CIAM OOYyYaroUIHiCs
OCBOWJI TPOTPAMMHBI MaTephall BCEX pa3/esioB, 3HACT OTACIbHBIC JeTallu,
MOCNIEZIOBaTe]IcH B M3JIOKEHWHM  TPOrPaMMHOTO  MaTephaia,  BiajeeT
HEOOXOJUMBIMA YMEHUSMHU ¥ HaBBIKAMH TIPU BBIMIOJHEHUH TPAKTHUYECKUX
3aJIaHUM.

OreHKa «He 3a4TeHO» (MeHee 55 0ayioB) CTaBUTCS, €CJIM OOyYarolUics
HE 3HACT OTACTBHBIX pa3/eloB MPOrpaMMHOTO MaTepHalia, HEMOCIeI0BaTeNIeH B
ero HU3JI0O)KEHWH, HE B TIOJHOW Mepe BIaJeeT HEOOXOJUMBIMU YMEHUSMU U
HaBbIKaMU MPU BBIMOJIHEHUN TPAKTUUECKUX 3aJaHUMN.

8. [lepeyeHb OCHOBHOI M JONOJTHUTEIHLHOMH YUeOHOM JTUTEpPaTYyPHI,
HE00X0IMMOIi 17151 0CBOCHUS TUCUUILIMHBI (MOYJIA)

a) HOpMATHBHbIE PABOBbIE AKTHI:
5. Konctutynus Poccuiickoit denepanuu ot 12.12.1993r. (nmpunsta
BCEHApOJHbIM rojocoBanueMm 12.12.1993) (c yd€roM nONpaBOK, BHECEHHBIX
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3akoHamu P® o nmompaBkax k Konctutymuu P® ot 30.12.2008 N 6-®K3, or
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-OK3).//
Co0panue 3akoHnogatenbcTBa PO. - 04.08.2014. - ¢31. - c1. 4398.

6. TpynoBoii konekc Poccuiickoit deneparuu ot 30.12.2001 N 197-D3
(B pen. ot 31.12.2017). /l «Cobpanue 3akononatensctBa Pdy. - 07.01.2002. - N 1
(gacth 1). - cT. 3.

7. "O6 wunHbopmanyu, WHOOPMAIMOHHBIX TEXHOJIOTHSX W O 3allUTe
unpopmaruu". @Denepanbhbiii 3akoH ot 27.07.2006 N 149-®3 (pen. or
25.11.2017) (¢ wm3m. m gmom., Bctym. B cmiry ¢ 01.01.2018)// "CobGpanwue
3akoHojarenbcTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

8. «O0 apxuBHoM gene B Poccuiickoit ®denepanumn». denepanbHblil
3akoH ot 22.10.2004 N 125-®3 (pea. ot 28.12.2017). // «CoOpanue
3akoHojatenscTBa PDy, 25.10.2004. - N 43. - ct1. 4169.

Q. «O0 ytBepxkaeHun IlpaBun nenonpousBojcTBA B (eaepalibHbIX
opra’Hax HCHOJHUTENbHOU Biactw». I[locrtanoBnenue IIpaBurensctBa PP ot
15.06.2009 N 477 (pen. ot 26.04.2016). // «Cobpanue 3akoHOAaTEIbCTBA PDy. -
22.06.2009. - N 25. - ct. 3060.

0) oCHOBHasI JIMTEpPaTypa:

10. AcammeB A. M. OcHOBHI JCIONPOU3BOJCTBA: yueb. mocooue / A.M.
Acamues, 1.11. MuponoBa, E.A. Kocapesa, I'.I". BykoBuu. — 2-¢ usn., ucnp. u
gon. — M.: UHOPA-M, 2017. — 146 c. — (Beicmee oOpa3zoBaHue:
bakanaspuar). [DnexTponHsIit pecypcl]. URL:
http://znanium.com/bookread2.php?book=782839.

11. beikoBa T. A. JloKyMeHTallMOHHOE OOECIEUEHUE YIpaBICHUS
(menompou3BoicTBO): yueO. mocodbue / T.A. beikoBa, T.B. Kysnemona, JI.B.
CankuHa. — 2-¢ u31., epepad. u gom. — M.: UHOPA-M, 2017. — 304 c. + Jlom.
MaTepHuabl [ IJIeKTpOoHHBIN pecypc; Pexum gocryna http://www.znanium.com]. —
(Boiciiee  oOpaszoBanue:  bakamaBpuar). [DnmextponHsiii  pecypc]. URL:
http://znanium.com/bookread2.php?book=762591.

12. Tlamacemko [O. A. lenonpou3BOACTBO: JTOKYMEHTAIIMOHHOE
oOecrieueHue ynpapieHus: YueoHnoe nocooue / [lanacenko FO.A., — 3-e u3g. —
M.: PUOP, UH®PA-M, 2016. — 112 ¢. — (BO: bakanaBpuat). [D71eKTpOHHBII
pecypc]. URL: http://znanium.com/bookread2.php?book=542773.

B) JIONIOJIHUTEJIbHAA JIUTEpaTypa:

13. Angapeesa B.U. Jlenmonpoun3BoicTBO: opraHu3aiusi U BeaeHue. — M.:
KnoPyc, 2013. — 294 C. [ DneKTpOHHBIN pecypcl]. URL:
https://www.book.ru/book/907458.

14. bacakoB M.M. JlokymeHTallMOHHOE oOOecCleueHue YnpaBieHus (¢
ocHoBamu apxuBoBeneHus). — M.: KuoPyc, 2016. — 216 c. [DnekTpoHHBI#
pecypc]. URL: https://www.book.ru/book/918426.

15. JlokyMeHTallMOHHOE OOCCTIECYCHHE YMPABICHYECKUX IMPOIECCOB:
monorpadus / JI.B. Illupokosa, M.A. ActappeBa. — M.: Pycaiinc, 2016. — 110 c.
[DnexTponnslii pecype]. URL: https://www.book.ru/book/921995.

16. KupcanoBa M. B. Kypc naenonpousBoicTBa: IOKYMEHTAIIMOHHOE
oOecrieu. ympasi.: Yue0. noc. / M.B.Kupcanosa, FO.M.AkcenoB — 6 u3., uCtip. u
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non. — M.: HULl UHOPA-M, 2014. — 256¢. + ( Jom. maT. znanium.com). —
(BO: bakanaBpuar). [ DNEKTPOHHBI pecype]. URL:
http://znanium.com/bookread2.php?book=460967.

17. Pasmopoxssiii A. A. JIoOKyMEHTHpOBaHHE  YyNpaBICHYCCKOU
neaTellbHOCTH: YueOHoe nmocooue/Pazmopoxkubiit A. A. — M.: HUIl UHOPA-M,
2016. — 304 c. — (Boicmiee oOpazoBanue: bakanmaBpuar). [DIeKTpOHHBIH
pecypce]. URL: http://znanium.com/bookread2.php?book=542806.

18. Coxomnora O.H., AkumoukuHa T.A. JlokyMeHTallMOHHOE OOECTIeYeHHE
yIOpaBlIeHUs B OpraHu3auu: ydeOHoe mocobue mansi OakamaBpoB — M.
M3natensctBo  KuoPyc, 2016. — 156c. [Dnekrponssiii pecypc]. URL:
https://www.book.ru/book/9185009.

19. UYepnoBa C.I. JlokyMeHTalMOHHOE OOECHEeYEeHNUE YIPaBJICHUS
[DnexTpoHHBIN pecypc] : yued. mocodue / HoBocub. roc. arpap. yH-T, DKOH. (ak.
— HoBocubupck: 3onoroii kojoc, 2014 - 106 c. [Dnexrponnsiii pecypc]. URL:
http://znanium.com/catalog.php?bookinfo=516760.

9. Ilepeuenb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKANIMOHHOM ceTH
«/HTEpHeT», HEOOXOAUMBIX IJISI 0CBOCHMS TUCHUILINHBI (MOIYJIs)

InexmpoHHbvle npohunvrble 6A3bl OAHHBIX/ CAliMbL!

1. Bcepoccuiickuii Hay4YHO-HCCIICIOBATEIBCKAN HHCTUTYT JOKYMEHTOBEICHUS
u  apxuBHoro gena (BHUMIAM). [Daektponnsiii  pecypc]. URL:
http://www.vniidad.ru

2. I'mnpaust ynpaBisionux AOKyMeHTanueu. [DnexktpoHHsid pecypc]. URL:
http://www.gdm.ru.

3. XKypHan nenonpou3BOACTBO U JOKYMEHTOOOOPOT Ha MPEANPHUSTHH.
[DnexTponnsiit pecype]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

4. Tapanr. [DnexkrponHsiii pecypc]. URL: http://www.garant.ru/.

5. @epepanbHas apxuBHas ciyx0a Poccun (PocapxuB). [DIeKTpOHHBIM
pecypc]. URL: http://www.rusarchives.ru.

6. MupopmanroHHbIi opTAaJl. [DJIEeKTPOHHBIN pecypcl]. URL:
http://www.document.ru.

10. MeToauveckue ykazaHus JJisi 00y4aloNUXCHA M0 0CBOEHHUIO M CIUNIMHBI
(Mmonxyst)

CamocrosiTenpHas MOATOTOBKA 00YJarOITUXCsl TPOBOIUTCS JJIS YTITyOIeHUS
Y 3aKpEIUICHHS 3HAHUM, MOJYUYCHHBIX HA JICKIUSIX U APYTUX BHAAX 3aHATHH, HJIs
BBIPAOOTKM HABBIKOB CaMOCTOSATEIIBHOTO MPUMEHEHUS HOBBIX, JOMOJHUTEIbHBIX
3HAHWW U MMOATOTOBKU K MPEJCTOSIIIINM YICOHBIM 3aHITHSIM, 3a4ETY.

BaxHpIM  ycClIOBHEM  YCHEHNIHOTO MW3YYEHHUsS] JUCLUIUIMHBI  SIBISETCS
nocemienue gekuuid. [log mocenieHueM noapazymeBaercs He (popma MacCUBHOTO
NPUCYTCTBHUSI, @ aKTUBHAs paboTa Mo U3y4eHHUI0 HOBOro marepuania. [lonroroska k
JIEKIIMOHHBIM 3aHATHUSM BKJIIOYaeT B ce0s aHalu3 MpeularaeMbIX IS U3Y4eHUS
BOIIPOCOB, M3yUYE€HHE HOPMATHUBHBIX HCTOYHUKOB M Yy4eOHOM M HaAy4dyHOU
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JUTEPATYpPbl IO paccMaTpUBaeMbIM BOIpPOcaM JEKIUMU. B mpouecce nexkuuu
oOydJaromuiicss MOXET 3aJaBaTh  YTOUHSAIONIME  BOIPOCHI,  OCYIIECTBUTH
B3aMMOCBSI3b HOBOTO Marepuajia C YK€ H3YYEHHBIM, MOJATOTOBUTH 0a3y s
3G (HEKTUBHOTO HMCHOJIB30BaHUS MOJYYEHHBIX 3HAHHWM, OOJIETYUTH MOATOTOBKY K
MPAKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CMOCOOOM (UKCAIMU JEKIIUOHHOTO
MaTepuana SBJISETCS KOHCIEKTUPOBAHME, MPEACTaBisioNee COO0M HE TOJIBKO
buKcalilo BaXKHEWIIMX MOMEHTOB JIEKIMHM, HO M YKa3aHHUE MPUMEPOB MJis
MMOHUMAaHHS TOTO WJIK HHOTO TEOPETUUYECKOTO MaTepuara.

[Ipu mOArOTOBKE K MPAKTHYECKOMY 3aHSATHIO HEOOXOAMMO HCIIOIH30BAThH
KOHCHEKTUPOBAHHBIE MaTE€pUalibl JICKIUH, Y4EOHYI0O M HAy4YHYIO JUTEpaTypy.
[ToaroroBka OTBETOB MO BBIHOCHUMBIM Ha OOCYXJEHHUE BOIPOCAM MPAKTUYECKOTO
3aHATHS BKJIIOYAET B ce0s HE TOJIbKO MPOYTEHUE MaTepuaia, HO M €ro aHajiu3 U
KPUTHYECKYIO OlLIeHKY. OOydaromeMmycsi CileAyeT BBIIBUTh MajOU3yYEHHBIE
aCIeKThl paccMaTPUBAEMbIX BOIIPOCOB, MPOSIBUTh MHUIIMATUBY MPU MOJTOTOBKE K
MPAKTUYECKOMY 3aHSTHIO.

[Ipy mOArOTOBKE K MPAKTUYECKUM 3aHATHSIMU M 3a4€Ty PEKOMEHIYETCS
CUCTEMATU3UPOBATh 3HAHMS, HM300pakas MX B TaOJIMYHOM, TpadUyYECKOM WIH
CXEMAaTUYHOM BHJI€. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b U3YYAEMBbIX SIBIICHHIA,
YIOPOCTUT 3aJady 3allOMUHAHMS MaTepuaia, OOJIETYUT MPOIECC MPAKTHUYECKOTO
MPUMEHEHUS MTOTYYECHHBIX 3HAHUM.

3amauell  NpaKTUYECKUX  3aHATHM  SIBISIETCS  BbIpaOOTKAa  yMEHUS
UCIIOJB30BaTh TEOPETUYECKUE 3HAHUS, TMPOSBUTH HAJIWYUE MPAKTHUYECKUX
HaBbIKOB. IIpy  MOAroTOBKE K  MOPAKTUYECKOMY  3aHATUIO  CIIEyeT
3a0JarOBPEMEHHOI0 00€CNEeUUTh HaIMuue HEOOXOAMMO Ui JAHHOTO 3aHATUS
MaTepralia, CaMOCTOSATENIHO MOBTOPUTH PAHEE U3YUEHHBIE TEMBI.

JIns  yCcHemHOro OCBOEHUS JUCHMIUIMHBI BaXKHBIM SIBIISIETCS  YMEHHE
paboTaTh C TepMUHAMU W HX OmpeneneHusMu. s paGoTbl ¢ TEPMUHOJIOTHEH
(G ()EKTUBHBIM SBJISETCS UCIOJIb30BaHUE KaK Y4eOHOW M HAYYHOM JIUTEpaTyphl,
TaK W CJIOBApPEM.

PaboTa ¢ TepMHHAMH MOKET OCYIIECTBISATHCS Kak B ()OpME COCTaBIICHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB Jisi yO00CTBA M CKOPOCTH IIOMCKA
HeoOXxomumoro TepMuHa. C  3TOHM IIEIBI0O HEOOXOMMMO KaKIBIA  HOBBIN
BCTPEUAIOIINICA TEPMHUH 3aMKCHIBATh U BO BPEMS MOJTOTOBKA K CEMHUHAPCKUM M
MIPAKTUYECKUM 3aHATHSM YKa3bIBaThb COOTBETCTBYIOLIEE olpeneneHue. B ciydyae
BO3HMKHOBEHHUSI CJIOHOCTH BBIOOpA OIpEACNICHHUs] M3 HMEIIIErocs odbema B
paMKax Hay4yHOrO 3HAHHMS HEOOXOJMMO 3a7aBaTh BONPOCHI MPENOAABATENIO B
paMKax JICKIIMOHHBIX U MPAKTUUECKUX 3aHATHUH.

NutepakTuBHBIE (QOpMBI MPOBEACHUS 3aHITHH O IUCHUIUTMHE «(OCHOGb
0e10npouU3800CcmMaeay BKIIOUAIOT B ¢€0sI CJICTYIONINE BUIbI 3aHATHIA:

- epynnosvie OucKkyccuu, TPUMEHSIOTCA 1 00ecreyeHus HaBBIKOB
KOMaHJHON pabOThl U MEXJIMYHOCTHOM KOMMYHHUKAIlMU M TMPEACTaBISAIOT OO0
OLICHOYHOE CPEACTBO, IO3BOJISIONIEE BKIIOUYUTH OOYYaAIOIIUXCS B IPOIECC
OOCYXXJIEeHHUsSI TIPEACTABICHHOM TEMbI, MPOOJEMbI W OICHHTh WX YMCHHE
apryMEHTHUPOBATh COOCTBEHHYIO TOUKY 3peHHs. Kpome Toro, B Xoie 3aHSITHIA
MPOBOJISITCS KPYIJIbIE CTOJIBI 110 3aIaHHBIM TEMATHUKAM.
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- ananuz cumyayui (Ketic-memood) — TEXHUKa OOyuYeHUs, HUCIOIb3YIOIIast
ONKCaHUE pealbHbIX cuTyauuid. OOydarommuecs JOJDKHBI MPOaHAIN3UPOBATh
CUTYalUIO, pa300paTbCsi B CYyTU IpOOJIEM, MPEUIOKUTh BO3ZMOXKHBIE PEUICHUS U
BbIOpaTh Jydlllee W3 HHUX. B OCHOBE MeTOJa KOHKPETHBIX CHUTyalud JEKUT
ONKCaHUE KOHKPETHOM NpPO(EeCCUOHATBHOW JEATENIBHOCTU WJIH 3MOIMOHAIBHO-
IIOBEJCHYECKUX ACIEKTOB B3aMMOJCHCTBHA JIroAeu. 1Ipn M3ydeHUMM KOHKpPETHOM
CUTyallUM, M aHaJu3€ KOHKPETHOIO IIpuMepa CTYACHT JOJDKEH B)KHUTHCS B
KOHKPETHbIE  OOCTOSITENbCTBA, IMOHATh CHUTYallHIO, OLEHUTh OOCTaHOBKY,
OTIPEIETUTh, €CTh JIU B HEl mpobiemMa U B 4eM ee CyTh. OnpeaenuTh CBOIO pOJib B
pelieHny IpooOIeMbl U BEIPa0OTATh 11€J1IeCO00Pa3HYIO JTHHHUIO TTOBEICHUSI.

[Ipr moaroToBke K NPOMEKYTOYHOMY HIM HTOIOBOMY TECTUPOBAHHIO
HEOOXOMMO M3YYHMTh TEOPETHYECKHH W NpaKTHUYeCKud wmatepuai. TecTtoBbie
3a/laHud (C TIEpeYHEM BO3MOXKHBIX BAPUAHTOB OTBETOB, CPEAN KOTOPBIX XOTS OBl
OJIMH OTBET SBJIAETCS HEBEPHBbIM) OOECHEUMBAIOT CTPYKTYPHOCTb MBILIUICHUS,
BBIHY/ICHHOTO BbIOpaTh U3 IMPEAJIOKEHHBIX BAPUAHTOB OTBET BCE IPABHIIbHBIC
BapHaHThl. DPPEKTUBHBIM CIIOCOOOM ISl MOATOTOBKHU K TECTUPOBAHUIO SIBIISETCS
paboTta 0Oydaromerocsi Mo PelIeHUI0 TECTOBBIX 3aJaHUN, MPEAOCTABICHHbBIX AJIs
CaMOCTOSITENIbHOM paboThl. Takke Hpu MOATOTOBKE K TakodM (opMe KOHTPOJI
3HAHMM, KaK PELICHUE TECTOBBIX 3aJaHUM, CIEIYET CAMOCTOATEIBHO MONBITATHCS
npopadoTaTh paccMaTpuBaeMble B JUCIUILUIMHE BOMPOCHI B (POPME COCTABIICHUS
TECTOBBIX 3a/IaHUM.

[Ipy moaroToBke K 3adery CIEOyeT HWMETh B BHUAY, YTO OH SBISETCS
UTOTOBOM (POPMOIT KOHTPOJIA MO U3YyYEHHUIO JAHHOW y4eOHOM NHUCUUIUIMHBI. 3a4eT
MOJAPA3yMEBAET  MAKCUMaJbHYIHO  KOHLEHTpPAalUHUK  3HAHUW HU  YMEHUH,
MIPEANOJIATAIOIINX ITOJHOE U3YYEHNE MaTepHraia JUCIUIIIINHBI.

3adyeT mpoOBOAUTCS B (QoOpMe YCTHOro coOecelOoBaHUS U BBINOJHEHUS
NUCHbMEHHOIO 33aJJaHusl, TMOO TecTa.

Pemenne mpenomaBatenss o0 WUTOTOBOWM  OILIGHKE MPUHUMAETCS  T10
pe3yiapTaTaM yYCTHOTO OTBE€Ta M BBIMNOJIHEHHOTO IHCbMEHHOTO (TECTOBOIO)
3aJ1aHus, B 3aBUCUMOCTH OT IIKaJIbl OLEHKH.

Pabota ¢ meyaTHBIMHU WM31aHUSAMU 711 00YYaroIIerocsi MO>XeT ObITh CBsI3aHa
C TPYAHOCTSIMHU B o0O0JacTH JOCTyNa K COBPEMEHHOM HayyHOM I€4aTHOU
auTeparype. B CBA3M ¢ pa3BUTHEM HAyYHO-TEXHHYECKOIO Iporpecca B TaKOM
CUTyalMy HAJJIEKUT BOCIOJIb30BAThCS MaTEpUaIaMy, HAXOAAIMMHUCS B OTKPBITOM
noctyne cetu Internet. Takke HEOOXOAUMO YYUTBHIBATh, YTO MO COCTOSIHUIO Ha
CETOJIHSIIHUM J€Hb MHOTHE CIIPABOYHBIE IPABOBBIE CUCTEMBI COJIEPKAT HE TOJIBKO
TEKCT HOPMATHBHBIX AKTOB, HO M HAay4HbIE CTAaThbU IO PA3JIMYHBIM BOIPOCAM
(manpumep, CIIC «Koncynbrant [lntocy). OnHOBpEeMEHHO clielyeT 00paTUTh CBOE
BHUMaHUE Ha MyOnnyHble OMOINOTEKH, IPEAOCTABIISIONINE BO3MOKHOCTD JOCTyIa
K 3JIEKTPOHHBIM BEPCHUSAM I1€YATHBIX HCTOYHHKOB.

B cuny KpaTKOBpEeMEHHOCTH M3YyYEHHUS U 3HAYUTENBHOTO O0beMa JaHHOM
yueOHOW AMCUUIUIMHBI Kadeapa HACTOATEIbHO PEKOMEHIYeT CHCTEMAaTHYEeCKH, a
HE 3MU30JUYECKH paboTaTh HaJ U3yUYEeHUEM Kypca.
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11. Ilepeyenb nHGOPMALMOHHBIX TEXHOJIOTHH, HCIIOJIb3yeMbIX IIPH
OCYIIECTBJIEHMH 00Pa30BATEJIbHOI0 MPOIeCCa MO JUCHUILINHE (MOTYJII0),
BKJIIOYasi lepeYyeHb MPOrpaMMHOI0 o0ecredyeHus 1 HH(POPMANMOHHBIX
CIIPABOYHBIX CHCTEM

[TporpaMmmHOe obecrieueHue:

Onepanunonnas cucrema (MicrosoftWindows Iponpuemapnas);

[Maket opucubix mporpamm (Microsoft Office Iiponpuemapnas);

[TporpammHoe obecrieueHue AJIsi MPOCMOTPA DIICKTPOHHBIX OKYMEHTOB B
crangapte PDF (Foxit Reader GNU Lesser General Public License);

[MporpammHbIe CcpecTBa, O00ECIEYMBAIOIIME MPOCMOTP BHUACO(DANIOB B
dopmarax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU Lesser
General Public License);

Web-6paysep (Mozilla Firefox GNU Lesser General Public License);

AnTuupyc (Kacnepckuit Open Space Security Ilponpuemapnas).

NudopmarimoHHbie CripaBOYHbIC CUCTEMBI:
1) ABTOMaTu3MpoBaHHAast HH(POpMalMOHHast OubroTeunas cucrema Marc21SQL;
2) CnpaBouHo-mipaBoBas cucreMa «KoncynbrantILmocy

12. MaTepuanbHoO-TeXHHYecKasi 0a3a, He00OXoAMMAas Il OCYLIECTBJICHHUS
00pa30BaTeJbHOIO NMPOLECCa MO0 AUCHHUILINHE (MOAYJII0)

Ne
w/n HanmenoBanue KoanuyecTtBo
1. CHeHI/IaJ'H/IBHpOBaHHBIe AyIUTOPUHU:

MexxkadenpanbHasi J1a00paTopusi COLUATBEHO-IKOHOMHYECKUX
uccienoBanuil /YueOHast ayIuTopus JJisl MPOBEICHUS 3aHITHI
JICKIIMOHHOTO THUTIA, 3aHATUHA CEMHWHAPCKOTO THIIA, KYpPCOBOTO
MPOCKTUPOBAHUSI (BBIMOTHEHUSI KYPCOBBIX padOT), TPYIIOBBIX 1
Y WHIUBUIYAIbHBIX KOHCYJBTAIMM, TEKYIIETO KOHTPOJIS U
MPOMEKYTOUYHON arrectaniui / KOMITBIOTEPHBIH Kjace /
MOMEIIEHUE JJIT  CaMOCTOSITeIbHOM  paboTel:  Ned6  (yi.
Pomunckas, 5)

2. | Texuudeckue cpecTBa 06ydeHHS:

KOMITBIOTEP € MPOrpaMMHBIM obecrieueHueM Ne 46. | 31
3. | CnenmanusupoBaHHBIE ayIUTOPHUN:

Y4eOHble ayIUTOPUU IJISl MIPOBENCHUS 3aHATHI JICKIIMOHHOTO

TUNA, 3aHATHH  CEeMHHApCKOrO  TUMA, TPYIINOBBIX U 2

WHJUBUAYAJIbHBIX KOHCYJIbTAIlMHA, TEKYIIEro KOHTPOJS U
npomexytouHoi arrectanuu: Ne 06, 08 (yn. Pommnckas, 5)

4. | TexHnueckue cpeacTBa OOYUEHHS:

9KpaH HacTeHHbIN Ne 08 1
MYJIbTUMEIUIHBIA TpoeKTop Ne 08 1
KOMITBIOTEDP € MpOorpaMMHBIM obecrieueHrneM No 08 1
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