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1. IllosicHUTEJBLHAA 3aMUCKA

Kypc «/okymenmayuonnoe obecneuenue u  0enonpousBo0Cmeo 8
20Cy0apCmeeHHOM U MYHUYUNAbHOM YNpAsleHuu 3aHUMAeT BaXHOE MECTO MpHU
noAroToBke OakanaBpoB 1o HampaiaeHutro 38.03.04 — TocymapcTBeHHOE U
MYHUIIMNIATBHOE  yOpaBieHHE.  AKTyalbHOCTb  M3YyUYEHHS  JUCIMUILIAHBI
«/lokymeHTalimoHHOE OOecreyeHne M ACJIONPOU3BOJICTBO B TOCYIAPCTBEHHOM U
MYHUIIUIIAJIFHOM YIPABICHUU» OIpPEAeseTCs] 3HAYMMOCTBIO POJIM JOKYMEHTOB B
OpraHax TOCYJapCTBEHHOTO W MYHMIIMIIAJBHOTO yIpaBiieHUs. B coBpeMeHHBIX
YCIOBUSX HEOOXOIUMO YJIENSITh JOCTaTOYHOE BHHUMAaHHE COBEPIICHCTBOBAHUIO
paboThl C MOKYMEHTaMH, TaK KaK BCAKOE YIPABICHYECKOE pELICHHE BCerna
0asupyeTcst Ha HHPOpPMAIINH, Ha CITy>KeOHOM JoKkyMeHTe. Opranuzanus padoThl ¢
JOKYMEHTaMH BJIMSIET Ha Ka4eCTBO pabOTHI anmapara yrnpaBieHHs, OpraHU3aIUIo U
KyJIbTYpy Tpyda yIpaBleHYeCKHX paboTHHKOB. OT TOro, HACKOJBKO
npo(eCCUOHATIBHO BEJETCSl JOKYMEHTAalUsl, 3aBUCUT YCHEX YIPaBICHUYECKOU
NESITEIBHOCTH B LIEJIOM.

Llenpr0 OCBOEHUS AMCHMIUIUHBI «/[oKyMeHmayuornHoe obecneyeHue u
0e10npouU3800CmMaE0 8 20CyY0aAPCMEEHHOM U MYHUYUNATbHOM YNPAGIeHUUY SIBISETCS
dbopmupoBanue y Oyaymux 6akaiaBpoB TEOPETHUECKUX U MPAKTUYECKUX 3HAHUM B
o01acTh JOKYMEHTAIIMOHHOTO OOECHeUeHUsl YIpaBICHUYECKON NeATeNbHOCTH U
JIIIONPOU3BOCTBA C TPUMEHEHHEM NH(POPMAITMOHHBIX TEXHOJIOTHIA.

3amaun JUCIIUTUINHEL:

1. 3yunts nenu, 3aaaud, (yHKIMH JEJIONMPOU3BOJCTBA B OpraHax
rOCyIapCTBEHHOTO U MYHHUIIUTIATBHOTO yIIPABICHHMS.

2. CdopmupoBaTh 3HaHHMS OO0 OTEYECTBEHHOM OIbITE B 001acTH
JeJI0MPOU3BOCTBA.

3. O3HaKOMHUTBCS C OCOOCHHOCTSIMH COCTaBJICHHSI H O(OPMIICHHS
pPa3NUYHBIX BHUJIOB JIOKYMEHTOB, MPUMEHSEMBIX B OpraHax rocyJapCTBEHHOTO W
MYHHUITUTIATBHOTO YIIpaBJICHUSI.

4, N3yunthb OpraHu3alNIo JIOKyMEHTO000pOTAa, AIEKTPOHHBIN
JOKYMEHTOOOOpPOT U apXWMBHOE JIeJI0 B OpraHax TOCYJapCTBEHHOH BIAacTH
Poccuiickoit  ®enepanmu, opraHax TOCYAapCTBEHHOW BIIACTH CYOBEKTOB
Poccuiickon ®@enepanuu; opraHax MECTHOIO CAMOYITPABJICHUS.

S. N3yuntsb HOPMaTHUBHO-TIPABOBYIO 0azy OpraHH3alun
JCNONPON3BOJACTBA,  3aKOHOJATENbHBIE W  JAPYTM€  HOPMATHUBHBIE  aKThI
dbenepanbHOTO U PErHOHATBHOTO YPOBHEH.

6. CdhopmupoBaTh 3HAHUS O COBPEMEHHBIX HAMPABICHUSIX Pa3BUTHSA U
MyTAX COBEPIICHCTBOBAHMS JOKYMEHTAIMOHHOTO OOECIICUCHHs YMPABICHHUS C
NPUMEHEHHEM ITU(PPOBBIX TEXHOJIOTHH.



2. IlepeyeHb IUIaHUPYEMBIX Pe3yJabTATOB 00y4eHHs MO JAMCHMILINHE,
COOTHECEHHBIX C IJIAHMPYEMbIMHU pe3yJibTaTaAMH 0CBOEHHS 00pa3oBaTeIbHOM
NporpamMmblI

Juctuummaa «/Jokymenmayuonnoe obecnevenue u O0el0npouU3B00CmMe0 8
20CY0apPCmMEEeHHOM U MYHUYUNATbHOM YNpAasieHuu y4acTByeT B (OPMHUPOBAHUU
CIIeAYIONICH KOMITETCHITUH (CISAYIOIINX KOMITETCHIINH):

KoMmnerennuun NuagukaTopsbl JleckpunTopsl
3HaHusn: LEHTPAIU30BaHHOMN u
CMEIIaHHOMN bopm BEJICHUS
JIEIONPOU3BO/JICTBA;
CHUCTEMBI B3aUMOJICHCTBUS B paMKax
BHYTPHUBEAOMCTBEHHOT'O u
MEXBEIOMCTBEHHOTO  3JIEKTPOHHOTO
JIOKYMEHTO000pOTA; OCHOBHBIX
[IK-4.1. Benet MOHATHI COBPEMEHHOTO
JIEJIONPOU3BOJICTBO, | I€JIONPOU3BO/ICTBA; HOPMAaTHUBHO-
3JIEKTPOHHBIN IIPaBOBOM 0a3bl OpraHu3aun
JIOKYyMEHTOOOOpOT U | Jemonpon3BoCTBa B chepe
apXUBHOE JIEJI0 B npoecCuoHaIbHON esITEJIbHOCTH;
[TK-4. Cnocoben Bectu p A pod A ’
opraHax NpaBUJI  COCTaBlieHUS, OOpabOTKH,
JIEJIOTIPOU3BOICTBO U .
rocy/1apCTBEHHON JIBUKEHMUS, XpaHeHUus u
JOKYMEHTO000pOT B chepe NI
Biactu Poccuiickoid | MCIOJIb30BaHUs JTOKYMEHTOB B
rOCyJapCTBEHHOI'O U
@®enepauyu, opraHax | OpraHu3aluy; OpeJHa3HAYeHUs U
MYHHULIMITAJIBHOTO .
ABJICHIS I rocy1apCTBEHHON COCTaBa OPraHU3allMOHHO-IIPABOBBIX U
ng CCTBIISTH BJIACTU CYOBEKTOB | pacloOpsIUTENbHBIX JOKYMEHTOB, HX
i Poccuiickon ¢yHKIMH M Topsaka pa3paboTKH;
TEXHOJIOTUYECKOE
. ®denepanyu; opraHax | OCHOB JI€JIOBOIO OOIIEHHUS.
obecrieyeHne ciryxeOHo
MECTHOTO YMeHusi: TNpUHUMATh, BECTH VYYET,
JeSTEIIbHOCTH
caMOYTIpaBJICHUS; 00paboTKy u pPErUCTpaLHIO
CTICLMATHCTOB (110 OpraHM3alMsIX Mo KOPPECIIOHIEHIINH; OCYILIECTBIIATh
KATETOPHAM 1 TPYIIIaM eanlsle.aunng) KIUU U Kofflll)meKToﬂBaHer ’ aHe Ygl e
z XpaHEH!U T U
JIOJDKHOCTEN p YHEH > XP > Y1
. MIOJIHOMOYU I UCIIOJIb30BaHUE apXUBHBIX
rocy/1apCTBEHHON
. rOCy/IapCTBEHHBIX U | JJOKYMEHTOB; BBbIJIaBaTh apXHUBHbIE
TPaXXTAHCKOU CITYKOBI U
. MYHULUIATBHBIX CIIPaBKH, COCTaBJISATh HOMEHKJIATypy
MYHUITUTIATEHOMN CITY>XOBI) C
OpraHOB Ha OCHOBE | Jen;  pa3pabaTbiBaTh  JIOKAJIbHBIE
UCTIOJIb30BaHUEM U (PPOBBIX
. CHUCTEMBI HOpPMAaTUBHBIE JIOKYMEHTHI,
TEXHOJIOTUI
BHYTPUBEIOMCTBEHHOI'O| perjiaMeHTHPYIOIIHe
Y MEKBEJIOMCTBEHHOTI'O | yIIPaBIEHUYECKYIO JESITENbHOCTD;
AIIEKTPOHHOTO BECTU JICJIOBYIO NIEPENHUCKY, B TOM
B3aMMOJEHCTBUSA C | UnCIE c HCII0JIb30BAHUEM
MIPUMEHEHHEM COBPEMEHHBIX AJIEKTPOHHBIX  (opM
U(PPOBBIX TEXHOJIOTUH | OOMEHa  JesioBo  MH(pOpMaIHei;
pemarh CTaH/IapTHbIE 3a/1a4u
npoeCCUOHATILHON JIEATEIbHOCTH B
obJacTi  JIETONPOU3BOJICTBA C
MIPUMEHEHUEM UH(POPMALIMOHHO-
KOMMYHHMKAIIUOHHBIX TEXHOJIOTHH.
HaBplkn: mnoucka W aHaiIM3a
HOPMaTUBHBIX " MIPaBOBBIX




JOKYMEHTOB, perIaMeHTHPYIOIINX
JIeTIOTIPOU3BOICTBO C UCHOIB30BAHUEM
nH(pOpMaIMOHHO-

KOMMYHHKAITHOHHBIX TEXHOJIOTHH,
BEJICHUS JIeTIOTIPOU3BOICTBA u
JOKYMEHTO000pOoTa B chepe
pOopEeCCUOHATIBHON JIEATEILHOCTH C
Y4E€TOM  OCHOBHBIX  TpeOOBaHUI
uH)OpMaAITMOHHON 0€301acHOCTH;
paboTel ¢ OOpalIeHUSIMH TpaXKIaH;
JICIOBOTO  OOIIEHUS;  COCTABIICHHSI
JIeTTOBBIX MUCEM; MOJIICPIKKH
JIEKTPOHHBIX KOMMYHUKaIUi B cepe
JIeTIOTIPOU3BOICTBA.

3. MecTo IMCHUIUIMHBI B CTPYKTYpPe 00pa30BaTeibHOM MPOrpaMMbl

«/{okymenmayuonHoe
20CYO0apCmMEeHHOM U MYHUYUNATbHOM  YIPAGIEHUU
obs3amenvHol

OMHOWEHUU

yacmu,
s IIOATOTOBKH

obecneueHue

u 0e10npouU3800CMaE0 8
SIBIIICTCS  OUCYUNTIUHOU

gopmupyemoti
CTYJICHTOB

['ocynapcTBEHHOE M MYHUIUITAIIBHOE YIIPABICHHUE.

yuyacmHuxamu
no wHampasiernio 38.03.04 -

06pa30661m€ﬂbelX

JIACIUNJINHBI

IIpexmecrByomue | (MOAYJIH), NPAKTHKH
AUCHUTINHBI y4eOHOro IJjIaHa, B
IMocaenyromue AUCHUIINHBI
(MonyJsn), IPaKTHKH KOTOPbIX
HIndp (Moay./u), NPAKTHKH y4eOHOT0
Y4eOHOro IJIaHa, B KOMIIeTCHIUS
KOMIICTCHIIUH IUIAHA, B KOTOPBIX 0CBaNBaeTCs
KOTOPBIX ocBaMBaercs
KOMIIeTeHIHs
OCBAaHUBACTCH NapajieabHO ¢
KOMIIeTeHIUsl U3y4aemMou
AUCHHUILIMHOH
I'ocynapcrBenHas u
MYHHUIIMIIAJIbHAS CIyx0a
(6 cem.)
udposoe rocymapcto /
Opranuzanys nperocTaBlIeHUs
rOCy/IapCTBEHHBIX U
JlucummiimHza sSBisieTcs
HEDEOIL B MYHHUIMIIAIBHBIX YCIYT
[1K-4 p - (7 cem.)
dbopmupoBaHUU
IIpon3BoacTBEHHAs MpaKTHKa
KOMIIETEHIIUU
(OpranuzanuoHHo-
yIipaBJieHYeCKasi IPaKTHUKA)
(6 cem.)

IIponsBoacTBEHHAs MpaKTUKa
(ITpenaunnomHast mpaKkTUKa)
(8 cem.)




4. O0beM IUCHUILTHHBI (MOIYJISI) B 3a4€THBHIX eIUHULAX C YKA3aHHEM
KOJINYEeCTBA aKaJleMHYEeCKHUX MM ACTPOHOMHYECKHX YaC0B, BbIICJICHHbIX HA
KOHTAKTHYI0 pa0doTy 00y4al0UXCcH ¢ npenojaaBaresiaemM (Mo BUAaAM y4eOHbIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aKOIUXCH

O6mas TPYIOEMKOCTb OCBOEHUS yueOHOMI JVCLUTLIAHBI
«/[okymenmayuonnoe obecneuenue u 0er0NPOU3B00CMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATIbHOM  YAPAGIeHuu» COCTaBIseT 3 3adeTHble enuHunbl w108
aKaJIeMUYECKHUX YaCOB.

Bcero,
CemecTtp 4 cemecTp
aK.4acoB
OO01mmas Tpy10eMKOCTh (BCETO aK. 4acoB / 3.€1) 108/3 108
KonTakTHas pabdora Jlexrn 16 16
ITpakTHueckue 3aHATHS 32 32
CamocrositenpHas pabora 51 o1
Bun npomexyroqnoin
arrecTanuu (KOHT.pao. / 3auer 0,25/8,75 9
camocT.pab.)

5. Coaep:xanue TUCHUILINHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE MO TeMaM
(pa3mesiam) ¢ yKa3aHueM OTBEJIEHHOI0 HA HUX KOJMYEeCTBA aKaAAeMHUYeCKUX
WIH ACTPOHOMMYECKHUX YACOB M BUJIOB YUEOHBIX 3aHATHH

TpynoemMkocTsb
KonrakTHas
abora
<
Haumenoanue = 5
= [t}
azjena E = s
Ne P ° =| E e Coneprxanue
JHUCIHTIINHEI 3 = = = -
l<p]
(Tema) a = : 3 3
:r‘ .
Q ~ o =
= = o <
i © ©
< <
o =
=]
4 cemecTp
IIpenmer, 3a71a4H, CTPYKTypa
JucuUIIMHbL. OnpeaeneHue MmoHsATUM
JloxyMeHT B «IOKYMEHT», «JIOKYMEHTHpPOBAHHAs
CHUCTEME uH(pOpMAIUI, «BJEKTPOHHBIN
yIpaBJICHHUS. JIOKYMEHT» B  TOCYIAapCTBEHHBIX
1 PernamenTanus 13 2 4 g |cramAaprax, 3aKOHOLATENLCTBE K
" | IeTONPOU3BOACTBA JIOKYMEHTOBEJICHUH. Bzaumocssi3b
B TTOHSITUI «TOKYMEHT) u
rOCYIapCTBEHHBIX «aHpopMalus». MecTto U PoOib
opraHax JIOKYMEHTOB B  YyIpaBJIE€HUM HA
COBPEMEHHOM JTare.
3aKoHO/JATENbHbBIE W HOPMATHUBHO-

7




METOJHUYCCKHE JOKYMCHTEI,

periIaMeHTHPYIOLIHe paBUIIa
BEJICHUS JIeJIONPOU3BOICTBA u
JIOKYMEHTO000POTA.
CoBpeMeHHbIE OOmme TpeboBaHust K O(GOPMIICHUIO
A — K yIpaBIeHYECKUX JIOKYMEHTOB.
coctapiemmio  u | 13 CoctaB u odopmiieHHE PEKBU3UTOB
OhOPMICHHIO JnokymeHToB, coriacHo ['OCT 7.0.97-
JIOKYMEHTOB, 2016. IlonsaTHe «OJIaHK» HOKYMEHTa,
BU/IBI OJIAHKOB.
OcOBCHHOCTI OpraHu3annoHHO-PaCTIOPSAUTEIbHAS
COCTABICHIE I JIOKyMEHTAIHSI. JIOKyMeHTbI
P — OPraHU3alMOHHbIE (ycras,
OraHH3ALHONHO- MOJIOKEHHE), JOKYMEHTBI
HPaBOBBIX, pacriopsiAuTeNbHbIe (IIOCTaHOBJICHHUE,
PACTIOPSLIHTCbHbI pacmopspkeHue, TpUKa3, YyKa3zaHue,
o peIIeHHE). PacniopsigurenbHbie
HH(OPMALIHOHHO- JIOKYMEHTBI, U3/]aBaEMbI€ B YCIOBHSIX
CIIPaBOYHBIX enuHOHauanus (TpUKa3, YyKazaHUe,
JIOKYMCHTOB, pacrlopspkeHHe) U KOJUIETHATbHOCTH
LML 30BAHIe (penieHue, IOCTAHOBJICHUE).
HH(OPMALIHOHHO- 13 OcobenHoctu COCTaBJICHUS u
CIIPaBOYHBIX oopMiIeHUS HH(pOPMaILMOHHO-
cHCTeM, CIIPAaBOYHBIX JOKYMEHTOB (CIpPAaBKH,
SICKTPOHHBIX JNOKJIAQJHbIE W OOBSACHUTEIHHBIC
3aMKCKH, MPOTOKOJ, aKT, 3aKII0UYCHUE
OMOTMOTEYHBIX
- u 1p.)
Ilzf);[ylf:IgTepHHX Hcnonb3oBanue  MH(OPMAIIMOHHO-
CIpaBOIHEIX CIPaBOYHBIX CHCTEM, DIIEKTPOHHBIX
IPABOBKIX CHCTEM OUOINOTEYHBIX pecypcoB "
B O6NACTH KOMITBIOTEPHBIX CTIPaBOYHBIX
MIPAaBOBBIX CUCTEM B o0nactu
JIEJIONPOU3BO/ICTBA
JIeJIONPOU3BOJICTBA.
Bunel oOpameHuil rpaxkiaaH M HX
XapakTepucTUKa. JIMyHBIA  Ipuem
rpaxjaaH. YCTHble M IHCbMEHHbIE
obOpamenusi rpaxnaan. OCoOEHHOCTH
paboThl ¢ OOpalleHUsIMH TpaXkaaH.
TexHomnorus paboThl ¢ OOpaleHUSIMHU:
JlokyMeHTHpOBaH JUYHBIA TpUEM TpaxJaH; MpPHEM U
ue  paboTel ¢ 12 perucTparus oOparnieHni;
oOpalieHusIMu YBEJIOMJICHUE 3asBUTENIS; KOHTPOJIb 32
rpaxkJIaH. CpPOKaMH HCIIOJIHEHUS] JTOKYMEHTOB;
MH(POPMALIMOHHO-CIIPABOYHAS
pabora;  XpaHeHHME W  aHAJIMU3
MOCTYMUBUIMX OOpaIieHui.
OcHoBHbIE  TpaBWJa  pabOTBl C
MUCbMEHHBIMU oOpaInieHusIMu
rpax/aH.
CoBpemeHnHoOe 12 OO01ast XapakTepUcTUKa CIy:KeOHOTOo

JACJIOBOC IIHMCBMO.

nucbMa. Bunbl ciy>keOHBIX THCEM.
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[IpaBuna neaoBoro

[IpaBuna odopmiaeHUsT CIy)EOHBIX

oOmIeHus u MIHUCEM.
JIEJIOBOM Bripabotka CTHIIS JIEJIOBOTO
MEPETUCKH, B TOM 0OIIeHMS; TYOJINYHBIX BBICTYILICHUH;
YyucIie C BeJIeHUs 1eperoBopoB. OcoOEHHOCTH
UCTIOJIb30BaHUEM COCTaBIICHUS JIEJIOBBIX UCEM;
COBPEMEHHBIX MOJJICPKKH ANEKTPOHHBIX
AIIEKTPOHHBIX KOMMYHHKAITII B chepe
dbopm oOMeHa JIeTIOTIPON3BO/ICTBA.
JIeJI0BOU
nHpopmaruen.
Opranu3aiiioHHbIe (POPMBI  CITY>KOBI
JOKYMEHTAI[HOHHOTO  o0ecreueHust
@dakTophl, BIUAIOIIME HA UX BHIOOD B
Opranuzanus VUPSKICHUSAX PA3THYHBIX YPOBHEH
paboThI CITyKObI yrnpapieHus. TUIOBbIE CTPYKTYpBI
JTOKyMEHTAIMoHHo | 12 2 4 6 | memompon3BOCTBEHHOM CITYXOBI.
ro obecrieueHus OcHoBHblE 3a7auud W (QYHKIHUH
yIpaBIeHUSI. CITY>KOBI JOKYMEHTAIlMOHHOTO
obecrieuenus ympasieHus. [lonsitue
(QIEKTPOHHBIA  CTHJIb  PabOTHI»
oduca.
Texnomorus Opranuzanus JOKYMEHTOOOOpOTa B
00paboTKu yupexaenuu. TexHomorus o0paboTku
YIIPaBICHYECKUX BXOJISIINX, UCXOJISIINAX u
JIOKYMEHTOB. BHYTPEHHUX JIOKYMEHTOB.
Hcnonp3oBanue 12 5 4 5 Perucrparus JOKYMEHTOB "
uH(}OPMaIMOHHO- KOHTPOITb 3a CpOKaMu ux
KOMMYHHKAITHOHH UCTIOJTHEHUS. ABTOMATHU3HPOBAHHBIE
BIX TEXHOJIOTUH B CHUCTEMBI PETUCTpAIi U KOHTPOIIS 32
chepe WCIIOJTHEHUEM JIOKYMEHTOB, OIBIT HUX
JIEJIONPOU3BOJICTBA MPUMEHEHUS
[Tonstue «hopMupoBaHHUE AET».
dopMupoBaHUE JIe B OpraHU3aAIUsIX
pa3IMYHBIX ypPOBHEH  yIpaBlICHUS.
Opramsats [TpaBuna u(i)OpMI/IpOBaHI/IH pa3IMYHBIX
HOpAIOK KaTeropuii IOKyMEHTOB B JIeTa.
[TpuHIMIIBI CUCTeMaTU3aINH
dbopmupoBaHus
e, JIOKYMEHTOB BHYTpH Jien. TpeboBanus
Homerkrarypa 12 5 4 7 | K COCTaBNEHUIO HOMEHKIATYPBI /eI,
Bugel HOMEHKJIATYpHI 1T W WX
ie;[);HBHOC 0COOEHHOCTH.
Cocras YYETHBIX JIOKYMEHTOB
XpaHeHUe
apxuBa. ObopynoBanue
JIOKYMEHTOB.
apxuBoxpaHwmil. Mcnone3oBaHue
JOKYyMEHTOB  apxuBa  (apXuBHas
CIpaBKa, apXWBHBIE  KOIMK |
BBITINCKH).
3auer 9 0,25 8,75
Hroro 108 | 16 | 32 51




6. IlepeueHb y4eOHO-METOAMYECKOT0 O0ecTIeYeHHS IJIsl CAMOCTOSTeILHOM
patdoThl 00y4AKOINMXCSH MO JUCHHUIIMHE (MOTYJIIO)

Ne Bunsl camocTosiTensHON paboThI TpynoemMKocTs, ®opMa KOHTPOJIA
aK.4achl
1. [IpopaboTka TeOpEeTUYECKOTrO
N Koncynbranus
MaTepuaia 1o KOHCIIEKTaM JICKIIHH,
. npernojaBaTels,
PEKOMEHIOBaHHOH JIMTEpaType, 17 CTHOE
JIOTIOTHATEIFHBIM UCTOYHUKAM M
cobecenoBanue
uH(pOopMauu
2. [TonroroBka K MpakTUYECKUM BricTymnenue ¢
3aHATUSAM: TOMCK HEOOXOAMMON JTOKJIaJIOM,
uH(popMalu, o0paboTka 17 MIpe3eHTAIIHS,
uH(pOopMalliy, HaMCaHue JTO0KIaa, OTBETHI HA
MOJITOTOBKA K BBICTYTUICHHUIO JCKYCCUOHHBIC
(Iuckyccum) BOITPOCHI
3. [ToaroroBka K TeKyIieMy KOHTPOJIIO
(TecTupoBaHWE W/WIIA HATTUCAHHE 17 T
pedepata) ecTbl, pedepaTsl
4. IToaroTroBka K MpOMEXyTOYHON YcrHoE
aTTecTauuu (BOMPOCHI K 3a4eTy, 8,75 cobecenoBaHue,
UTOTOBBIN TECT) TECTUPOBAHUE,

JIns caMoCTOSITeNbHOM paboThl MO AUCHUILIMHE (MOAYII0) oOydaromuecs
UCIIOJIB3YIOT CIIENIyIolIee yueOHO-METOJUYECKOE 00ecIieUeHHeE:

1. bapuan H.H., lokxymeHTalmonHoe obecneueHre rocyJapcTBEHHOro u
MyHUIMNansHOro ynpasinenus: yueOnuk / H.H. bapuan, A.B. MouceeB. — M.:
KnoPyc, 2022. — 259 C. [D71eKTpOHHBII pecypc].
URL.:https://book.ru/book/942420

2. Hoponuna, JI. A. Opranuzaiusi ¥ TEXHOJOTUS JTOKYMEHTalMOHHOTO
oOecrieueHusl YNpaBieHUs | yUeOHUK U MpakTUukyMm Juis By3oB / JI. A. JloponuHa,
B. C. UputukoBa. — 2-e¢ u3zd., mepepad. u mgom. — MockBa : HM3maTenbcTBo
FOpaiit, 2024. — 270 c¢. — (Bwicmiee oo6pazoBanue). — ISBN 978-5-534-16016-1.
— Texer : anextponusii // OOpazoBarenbHas miatdhopma HOpailt [calT]. —
URL.: https://urait.ru/bcode/536404.

3. [llyBanoBa, H. H. OcHOBBI Jenonpou3BOACTBa. SI3BIK CITy)K€OHOTO
JOKyMeHTa : y4yeOHMK W  npaktukym gius  By3oB/  H. H. IllyBanosa,
A. 10. 1Banoga ; nmon obmielt penakiuerd H. H. lllyBanoBoii. — 3-¢ uza., nepepao.

u gon.— MockBa: MWanarensctBo IOpaiit, 2024. — 384 c.— (Beiciee
obpazoBanue). — ISBN 978-5-534-15217-3. — Tekct : »dIeKTpOHHBIA //
O6pazoBatenbHas matdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/536464

4, @DOHJT OIIEHOYHBIX U METOJUYECKUX MATEPHAIOB IO JAWCIUILUINHE

«/lokymenmayuonnoe odecneuenue u 0e1ONPOU3BOOCMBO 8 20CYOAPCMEEHHOM U
MYHUYUNATILHOM YNPAGTEHUUY.
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/.DOH/ OLIEHOYHBIX U METOAMYECKUX MATEPHAJIOB [IJISl IPOBEAEHNS
NMPOMEKYTOUHOM aTTecTAlMU 00yYAKIIMXCS M0 JUCHUILIHHE

IpumepHbIe BONPOCHI 1JIsI MPOBEIEHUSI IPOMEKYTOUHOM aTTeCTAIIMI
(3auera)
1.  OnpeneneHue  MOHATHH  «IOKYMEHT»,  <«JIOKyMEHTHPOBaHHAas
uHpOpMaIUD», «AIEKTPOHHBIA JOKYMEHT» B TOCYAapCTBEHHBIX CTaHIApTaXx,
3aKOHOJIaTeIIbCTBE.

2. TexHosmorust 00pabOTKH UCXOAAIIUX TOKYMEHTOB.

3. Texnomorust 00pabOTKM BHYTPEHHUX JOKYMEHTOB.

4, Bunpl oOpalieHnii rpak/iaH U X XapaKTepUCTHKA.

5. OcobenHoCcTH PabOTHI ¢ OOpAIICHUSIMHU TPAXKIAH.

6. OcHoBHbIE TmpaBwiaa pabOTBI C THUCBMEHHBIMU OOpallCHUSIMU
rpax/iaH.

7. OpraHu3aluoHHbIE bopMbI CILY>KOBI JOKYMEHTAIIMOHHOTO
obecrnieueHusl.

8. [ToHsiTHE «AJIEKTPOHHBIN CTUIIL pabOTH) oduca.

9. Perucrpaius 10KyMEHTOB 1 KOHTPOJIb 32 CPOKAMHU UX UCIIOJTHEHHUS.

10. Ilousatue «popmupoBanue aemn». DopmupoBaHue 11 B OpraHU3aIusIx
Pa3JINYHBIX YPOBHEHN yIPABIICHHUS.
11. IIpaBuna popMHpPOBaHUA PA3TUUHBIX KATETOPUN JOKYMEHTOB B JIETa.

IIpuMepHbIe NPAKTUKO-OPUEHTUPOBAHHbIE 32/ IaHUSA

3aganue 1. Ilpencenarens denepaibHOTO rOCyAapCTBEHHOTO OOJXKETHOTO
yupexaeHuss Hayku DenepanbHbld MCCIEIOBATENbCKUNA HEHTp '"Kapenbckuii
Hay4yHbl 11eHTp Poccuiickoit akagemuu Hayk" (cokpami. - KapHIl PAH) O.H.
baxmMerl5 Mas Tekymiero roja u3jgan M MOJAMUCAT PACIOPsDKEHHE 00 y4acTHH B
obmeropojickoM cyo0oTHuKe. OOIIEropoACKol CyOOOTHHUK 10 YOOpKe ropojia Mo
neBu3oM  «JlrobumMoMy TrOpoay —  JIOCTOMHYIO  YHCTOTY»  IPOBOJMIICS
Anvmunuctpanuei r.Ilerpo3aBoacka 18 mas Tekyuiero roga.

CocraBpTe PacnopsikeHne, B KOTOPOM MPEANKUCHIBACTCS MOAPA3ACICHUSM
KapHIl PAH npunsate yuactue B 001mEropockoM cy0OOTHUKE HA TPUIIETAIONIUX
K lleHTpy TeppuTOpUsIX M B NPOU3BOACTBEHHBIX MOMELICHUSIX. OpraHu3anus
paboThl IO YOOpKE TEPPUTOPUU BO3JIAraeTcsl Ha HavyalbHUKA aJMUHUCTPATUBHO-
xo3stictBeHHOro otnena B.II. MapkoBy. HauwansHuky aBroxossiictBa O.B.
Py6GanoBy mnpeamnuchiBaeTCsl BBIACIUTH aBTOTPAHCHOPT JUIsl BBIBO3a Mycopa.
Hcnonnurens pacnopsixenus OkarbeBa C.b.

3aganne 2. B Apmunuctpanuu r. CTaBpomoJisi YCTaHOBJIIEH CIEAYHOIIHI
MOPSA0K NMEPBUYHON 00pabOTKHU JOKYMEHTOB, MPUILEIIINX 10 TIOUTE: COTPYAHUKH
AKCHEAUIMN PACKPBIBAIOT BCE KOHBEPTHI M 3aT€M YHUUYTOXkaroT ux. Jlamee Bcs
ToKyMeHTarus (OyxraiaTepckasi, GpuHAHCOBAS U JIp.), IEPEIACTCS CIICIUATUCTY 10
perucTpanuy JUisi BKIIOUYEHUS WX B PETUCTPAIMOHHBIE (DOPMBI, ¢ yKa3aHUEM
HAaUMEHOBaHUS JOKYMEHTA, 3arojioBKa, KOJIMYECTBAa JINCTOB W  HAJIUYHS
NpWIOKEHUNH K mokymeHTaMm. [loscHuTe, Kakue TpeOOBaHHS K TPOIECCY
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NEPBUYHON 00pabOTKM JOKYMEHTOB B JAaHHOM cCiydae HapymeHbl. Kaxue
HEraTUBHBIE MOCJIEACTBUS ATUX HAPYIICHUA MOTYT IPOSIBUTHCS B Oy IyIiem?

8. [lepeyeHb OCHOBHOI1, TONMOJIHUTEIbHON Y4eOHOM JTUTEPATYPbI, PECYPCOB
HH(GOPMAIIMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH « AHTEepHET)», HEOOXOAMMBIX
JJISI OCBOCHUSI JUCUHUILJIMHBI (MOXYJIs1)

a) HOpMATHBHbIE PABOBbIE AKTHI

1. Koncturymust Poccumiickoit  ®enepatun ot 12.12.1993r.  (nmpunsTa
BCEHApOJHbIM rojocoBanueM 12.12.1993) (¢ yu€roM mnoOmNpaBOK, BHECEHHBIX
3akonamu P® o nmompaBkax k Konctutyuuu P® ot 30.12.2008 N 6-OK3, or
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-®K3, ot
14.03.2020 N 1-®K3). // OdunuanpHbli WHTEPHET-TIOPTAT MPABOBOU
uHopmanuu www.pravo.gov.ru, 04.07.2020, N 0001202007040001 .

2. Tpynosoii konekc Poccuiickoit @eneparuu ot 30.12.2001 N 197-D3
(B meiictBytorel pen.). // «Cobpanue 3akoHomaTenbscTBa PDy. - 07.01.2002. - N 1
(uactsp 1). - cT. 3.

3. «O0 wuHbopmany, WHOOPMAIMOHHBIX TEXHOJIOTHSIX W O 3alluTe
undopmaruny. Oeaepanbubiii 3akoH oT 27.07.2006 N 149-D3 (B neicTBytomei
pen.)// "CobOpanue 3akoHoAareabcTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

4, «O06 apxuBHOM pnene B Poccuiickoii ®denepanumny. DeaepalibHbIMA
3akoH or 22.10.2004 N 125-®3 (B naeiictBytomieit pen.). // «CobOpanue
3akoHogarenscTBa POy, 25.10.2004. - N 43. - cT. 4169.

S. «O0 ytBepxkaenun llpaBun npenonpousBojcTBa B (eaepalbHbIX
OpraHax HWCHOJIHUTENbHOU Biactw». I[locranoBnenue IlpaBurensctBa PD o1
15.06.2009 N 477 (B neiictByromieii pen.). / «Codbpanue 3akoHomaTebcTBa PDy. -
22.06.2009. - N 25. - ct. 3060.

6. «O0 ytBepxaeHuun [lpaBun nenonpous3BOACTBA B TOCYIapCTBEHHBIX
opraHax, opraHax MecTHOro camoymnpasieHus». [Ipukas Pocapxusa ot 22.05.2019
Ne71.  // OdunmanbHblii  WHTEPHET-MIOPTA]  MPaBOBOM  MH(OpMaIuu

www.pravo.gov.ru, 30.12.2019, N 0001201912300064.

0) ocHOBHasI JIMTEpPaTypa:

S. bapuan H.H., lokymeHTalmonHoe ooecreueHre rocy1apCTBEHHOrO U
MyHUIMNanbHOro ynpasinenus: yueOnuk / H.H. bapuan, A.B. Moucee. — M.:
KnoPyc, 2022. — 259 C. [ DneKTpOHHBIMI pecypcl].
URL:https://book.ru/book/942420

6. Hoponuna, JI. A. Opranuzauusi U TEXHOJIOTUS JOKYMEHTAIIMOHHOTO
oOecrieueHusl yrnpapJiieHus : y4eOHUK U MpakTUukyMm Juist By30B / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ wu3zd., mepepad. m morm. — MockBa : H3gaTenbcTBo
FOpaiit, 2024. — 270 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-16016-1.
— Texer : anmextponusii // OOpazoBarenbHas miatdhopma HOpailt [caldT]. —
URL.: https://urait.ru/bcode/536404.
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7. ysanosa, H. H. OcHoBbl aemonpon3BoacTBa. SI3bIK CiIy)XKeOHOTO

JOKYMEHTa : y4eOHMK W  mnpaktukym Jjiusa  By3oB/  H. H. lllyBasiosa,
A. 0. lBanoga ; mon obmieit penakiuerd H. H. IllyBanoBoii. — 3-¢ uza., nepepaod.
u gon. — MockBa: MWanarensctBo IOpaiit, 2024. — 384 c.— (Briciiee
obpazoBanue). — ISBN 978-5-534-15217-3. — Tekct : »dIeKTpOHHBIA //
Oo6pazoBaTenbHas matgopma Opaiit [caiT]. —

URL.: https://urait.ru/bcode/536464

B) IONOJIHUTEJIbLHAS JIUTEPAaTypa:

1. AnnpeeBa B.W., JlenonpousBoACTBO: OpraHu3anusi U BeJCHUE:
yaeOHo-ipakTHaeckoe nmocodue / B.M. AuapeeBa. — M.: KuoPyc, 2020. — 294 c.
[DnexTponnslit pecypc]. URL:https://book.ru/book/934225.

8. Koprees U. K. JlokyMeHTHpOBaHUE YNIPABIECHUYECKON NESITENBHOCTH:
yueOHUK u mnpaktukym s By3oB/ WM. K. Kopuees, A. B. Ilmenko,
B. A. MamrypuieB. —-M.: MzmatensctBo [Opaiit, 2021.— 384 c. [DnekTpoHHBIN
pecype]. URL: https://urait.ru/bcode/468837.

Q. Kysuenop MW. H. JlokyMeHTalnoHHOE oOOecriedeHnue yrpaBJieHUs.
JIOKyMEHTOOOOPOT M JEJONMPOU3BOACTBO: YUCOHMK W TPAKTUKYM Jii BY30B /
. H. Ky3nenioB—M.: WznarensctBo IOpaiit, 2021.— 461 c. [D1aeKTpOHHBIN
pecype].URL: https://urait.ru/bcode/468462.

10. Ilysamoa H. H. Opranm3amusi u TEXHOJOTHS JTOKYMEHTAIIHOHHOTO
oOecrieueHus yrpaBiieHUs : yueOHUK U npakTukym aiisg By30B / H. H. lllyBanosa. —
M.: N3natenscTBO IOpaiir, 2021. - 265 c. [DneKTpOoHHBIN
pecypc].URL: https://urait.ru/bcode/469831

r) pecypcsol cetu « UHTEpHET:

1) anexmpontvie npoguibHbLe HCYPHATLL

1. Kypnan  "Bompochl TroCcyIapCTBEHHOTO W MYHULMNAIBHOTO
ynpasienus". [Dnexkrponnsiii pecypc]. URL: https://vgmu.hse.ru/archive.html

2. Kypuan «Jlenonpon3BoicTBO U JOKYMEHTOOOOPOT Ha MIPEATPUITUI.
[DnexTponnsiit pecype]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

3. Kypunan «JlenompousBoactBo». [DnekrpoHHsii pecype]. URL:
https://www.top-personal.ru/officeworks.html

4, Kypnan ¢akynprera rocyaapcTBeHHOro yrpasieHus MIY umenu

M.B. JlomonocoBa «l'ocygapCTBEHHOE yIpaBJICHUE. DJIEKTPOHHBIM BECTHUK.
[Dnextponnsiii pecypc]. URL: http://e-journal.spa.msu.ru/page_1.html

2) anexmponmbie npopuibhblie 6a3vl OAHHBIX/ CAUMbL

1. Bceepoccuniickuit Hay4YHO-HCCJIE0BATEIIbCKUI WHCTUTYT
JIoKyMeHTOBeeHus: U apxuBHoro nena (BHUWJAMI). [DnekrpoHHBI pecypc].
URL: http://www.vniidad.ru

2. ['wnbaus yopaBisiOMIMX JTOKYMEHTalMenl. [DIEeKTpOHHBIN pecypc].
URL: http://www.gdm.ru.
3. denepanbHas apxuBHas cinyxk0a Poccun (PocapxuB). [DneKTpOHHBIM

pecypc]. URL: http://www.rusarchives.ru.
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4, Uudopmanmonnsii  moprtan. [Onekrponsbsiii  pecypc]. URL:
http://www.document.ru.

9. MeToanueckne yKa3aHus sl 00y4ar0UXcsi 0 0CBOEHUIO
AMCIHUATIHHBI(MOIYJIs1)

CaMocTosTenbHast NOAr0TOBKA 00YYaOUIMXCsl MPOBOIUTCS ISl yIITyOJIeHUs
Y 3aKpEIUICHHs] 3HaHWM, MMOJYYEHHBIX Ha JIEKIUSAX U IPYTUX BUIAX 3aHATHM, IS
BBIPA0OOTKH HABBIKOB CAMOCTOSITEIBHOTO NMPUMEHEHUS HOBBIX, JOIMOJIHHUTEIBHBIX
3HAHWI U MOATOTOBKU K MPEACTOSIIIUM YUEOHBIM 3aHITHUAM, 3a4ETY.

Baxxabim YCIIOBUEM YCHEIIHOTO U3y4YEHUs T CUUTUTMHBI
«/lokymenmayuonnoe odecneuenue u 0e10NPOU3BOOCMBO 8 20CYOAPCMBEHHOM U
MYHUYUNAIbHOM YNpaeieHuuwy SBIsSeTcs noceuenue jekuuil. [loa nmocemennem
noJipa3ymMeBaeTcss He (opma MAaCCUBHOTO NMPUCYTCTBUSA, a aKTUBHas paboTa Io
U3YyYEHHI0 HOBOrO Marepuana. [IoAroToBka K JIEKIIMOHHBIM 3aHSATUSM BKJIIOYAET B
ce0s aHaJM3 MpeJlaraéMblX JUIsl M3Y4YE€HHs] BOIPOCOB, M3yUYE€HHE HOPMATHUBHBIX
UCTOYHUKOB U y4yeOHON M HAay4yHOH JUTEepaTyphl IO pacCMAaTPUBAEMbIM BOIPOCAM
agexkuuu. B mpouecce neknuu oOydaromuiics MOXKET 3ajaBaTh YTOUHSIOIIME
BOIIPOCHI, OCYHIECTBUTH B3aMMOCBSI3b HOBOI'O MaTepHalla C YK€ H3yYEHHBIM,
HOJrOTOBUTh 0a3y Mg 3(PQPEKTUBHOTO HCIOJIb30BAHUS TOJIYYEHHBIX 3HAHUH,
OOJIErYnTh MOATOTOBKY K HPAKTUYECKOMY 3aHATHIO. DPQPEKTUBHBIM CHOCOOOM
bukcanuu JIEKLIUOHHOTO MaTtepuala ABIIAETCS KOHCIIEKTUPOBAHHUE,
npeCTaBIIsIoIIee cO00M HE TOJIBKO (PUKCAIIUIO BAXKHEHIIIMX MOMEHTOB JIEKIIUH, HO
U yKazaHWe TMPUMEPOB I TOHMMAaHUA TOTO WJIM HMHOTO TEOPETHYECKOro
Marepuana.

[Ipy moAroToBKEe K MPAKTHUYECKOMY 3aHSATHIO HEOOXOAMMO HCIOJIb30BaTh
KOHCIIEKTUPOBAHHBIE MaTepUalbl JEKIUH, Y4eOHYI0O U HAY4YHYIO JIUTEPATYpY.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXJAEHHME BOIPOCAM MPAKTHUECKOIO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHWE MaTepuala, HO U €ro aHajlu3 U
KPUTHYECKYIO OIeHKy. OOyuatoniemycs CjenyeT BbIIBUTh MAaJOU3y4YCHHBIC
aCTeKThl PacCCMaTPUBAEMBIX BOIPOCOB, MPOSBUTh MHUIMATUBY IPU MOATOTOBKE K
IIPaKTUYECKOMY 3aHATHUIO.

[Ipy moAroTOBKE K MPAKTUYECKUM 3aHATUSAMU U 3a4eTy PEKOMEHIYeTCs
CUCTEMATU3UPOBATh 3HAHMS, M300pakas MX B TaOJIMYHOM, rpadUyEcKOM WIH
CXEMaTHU4YHOM BUJI€. DTO MO3BOJIUT YCTAHOBUTH B3aMMOCBSI3b U3y4aEeMbIX SIBJICHUM,
YOPOCTUT 3aJady 3allOMUHAHMS MaTepuasa, OOJIETYUT MPOLECC MPAKTHUYECKOrO
MPUMEHEHUS TOTYYCHHBIX 3HaHUU.

3amauell  NPAKTUYECKUX  3aHATHA  SBISIETCS  BbIpAaOOTKA  yMEHMS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHUS, NPOSABUTh HAIUYUE MPAKTUYECKUX
HaBbIKOB. Ilpm  moAroroBke K  MPAaKTHYECKOMY  3aHATUIO  CIEIYET
3a0J1arOBPEMEHHOT0 00€CTIeYUTh HaJMuue HEOOXOAMMO MJisi JTaHHOTO 3aHSATHS
MaTepHuaa, CaMOCTOSITEIbHO TOBTOPUTH PAHEE U3YUECHHBIE TEMBI.

JUis yCHeHOTro OCBOEHUS JUCLMILTUHBI «/JOKyMeHmayuoHHoe obecneyerue
U 0enonpou3o0cmeo 6 20CYOApPCMBEHHOM U MYHUYUNATbHOM YNPAGIeHUU
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BOKHBIM SIBJISIETCSI YMEHUE paboTaTh C TEPMUHAMU M WX ompeaencHusMu. J[ms
paboThl ¢ TEPMUHOJIOTHEN PHEKTUBHBIM SIBISETCS UCIOIb30BaHUE KaK y4eOHOM
Y HAy4YHOU JIUTEepaTyphl, TaK U CIIOBapEH.

PabGoTa ¢ TepMUHAMH MOKET OCYLIECTBISTHCA Kak B (popMe COCTaBICHUS
COOCTBEHHBIX TEMAaTUYECKHUX CIIOBAPUKOB Jisi yJ00CTBA M CKOPOCTH IOMCKA
HeoOxoaumoro TepmuHa. C  3TOW 1eNbI0  HEOOXOAUMO KAKIbIM  HOBBIM
BCTPEYAIOUIUIICS TEPMHUH 3allUChIBATh U BO BPEMsI MOJATOTOBKH K CEMUHAPCKUM U
MPAKTUUYECKUM 3aHATHSM YKa3blBaThb COOTBETCTBYIOLIEE ompezesneHue. B ciydae
BO3HUKHOBEHHUS CIIO)KHOCTH BBIOOpa OMNpENeTeHUs W3 HMEIoIIEerocs odbeMa B
paMKax Hay4yHOrO0 3HAHUS HEOOXOAMMO 3aJlaBaTh BOIPOCHI MPENOAABATEIIO B
paMKax JEKIIMOHHBIX U MPAKTUICCKUX 3aHATHH.

WUntepaktuBHble  GOPMBI  MPOBEACHUS  3aHATHUA 10  JAUCIHIUIAHE
«/lokymenmayuonnoe obecneuenue u 0er0NPoOU3BOOCMBO 8 20CYOAPCMBEHHOM U
MYHUYUNAIbHOM YNPAaGieHUun BKIIOYAIOT B ce0s CISAYIONINE BUJIbI 3aHATHIA:

- UWHTEPAKTUBHBIC JIEKIIMHM, MPEANOoJaraloT HUCIOJb30BaHUE METOJa
npo0eMHoro usnoxkenus. [lpu Takom mojxojie JEKIUs CTAHOBUTCS MOXO0KEH Ha
JMAJIor, MPernoJlaBaHue UMUTUPYET HCCIE0BATENbCKUN MpolecC (BBIIBUTAIOTCS
MEePBOHAYAILHO HECKOJIBKO KIFOUEBBIX MOCTYJIATOB IO TEME JICKIUHU, WU3JI0KEHHUE
BBICTPAMBACTCS MO TMPHUHIUITY CaMOCTOSITEIBHOTO aHalu3a U 0000IIeHus
CTYJIEHTaMHU Y4eOHOro Marepuaia). JTa METOJMKA I03BOJISET 3aUHTEPECOBAThH
CTYyJICHTa, BOBJIEYh €r0 B Mpoiiecc oOydeHus. [IpoTuBopeunss HaydyHOro MO3HAHUS
PACKpBIBAIOTCSI TIOCPEICTBOM IIOCTAaHOBKM MpoOJeMbl. YdeOHass mpobiema u
npoOJeMHasl CHUTYyaIusl SIBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHCHTAMH
npobsiemHoro oOydenus. [lepen Hauamom u3ydeHUs OINMpEIEICHHON TEMbI Kypca
CTAaBUTCSl MEpea CTyJACHTaMHU MPOOJIEMHBIM BOMPOC WIM JdaeTcs MNpoOIeMHOE
3amanue. CTuUMynupys paspelieHue MNpoOJieMbl, TMpernojaBaTelb CHUMAET
MPOTUBOPEYHS MEXITY UMEIOIIMMCS €€ MOHMMaHUEeM U TPeOyeMbIMU OT CTyACHTa
3HaHUSAMH. D(DPEKTUBHOCTh TAKOTO METOAa B TOM, YTO OTACIBHBIC MPOOIEMBI
MOTYT TMOJHUMATHCS CAMUMHM CTyJE€HTaMH. [ JIaBHBINA ycmexX AaHHOTO METoja B
TOM, 4YTO TIpernojaBarelib JOOMBAETCA OT AayJUTOPUH «CAMOCTOSTEIHLHOTO
pElIeHHs» TIOCTaBJICHHOW mpolOsieMbl. OpraHuzanus TpoOJIeMHOro O00ydeHUs
MPEACTABIACTCS JOCTaTOYHO CIIOKHOW, TpeOyeT 3HAYUTENBHOW TOJATOTOBKH
aexktopa. OgHAaKO HAa HAYAJIBHOM JTarle MCIOJIb30BAaHUSI ATOTO METOJAa €r0 MOKHO
BHEJIPSATh B CTPYKTYpPY TOTOBBIX, paHee pa3paOO0TaHHBIX JICKIHH, MPaKTHYCCKUX
3aHSATUH KaK JOIIOJHEHHUE.

- aHalM3 CUTyalMil (KeHc-MeToJ) — TEXHHMKAa OOYy4YEHHs, UCIOJb3YIOIIas
OMHMCaHue pealibHbIX cuTyanuid. OOyyarommuecss JTOJDKHBI TPOaHATU3UPOBAThH
CUTYaIMI0, pa3o0paTbcsi B CyTH MPOOJieM, MPEII0XKUTh BO3MOXKHBIC PEIICHUS U
BBIOpATh JIydlllee W3 HHUX. B OCHOBE MeETOJAa KOHKPETHBIX CHTYAIllUH JICKHUT
OMMHCAaHNE KOHKPETHOW MNpOo(hecCHOHATHLHON AESITEIIBHOCTH WM AMOIIMOHAIBLHO-
MTOBEJICHYECKUX ACIEKTOB B3aMMOJECUCTBUSA JIroAeh. [Ipy M3ydyeHUM KOHKPETHOMU
CUTyalluW, W aHajdu3e¢ KOHKPETHOTO TMpuUMepa CTYACHT JOJKEH BXKHUTHCS B
KOHKPETHbIE OOCTOSITENhCTBA, TIOHSITh CHUTYallUl0, OIIGHUTh OOCTaHOBKY,
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OTIPEJICNINTh, €CTh JIU B HEH mpobsieMa U B 4eM ee CyTh. ONpeenuTh CBOIO POJb B
pelieHnu npoosieMbl U BEIpadOTaTh 11eJ1eCO00Pa3HYIO JMHUIO MTOBEICHUS.

OueHouHele U METOAUYECKHE  Marepuaibl N0  JUCHUIIIMHE
«/[okymenmayuonnoe obecneuenue u 0er0NPOU3BO0CMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATIbHOM YnpasieHuuy TipesictaBieHsl B POMM.

[Ipy NOArOTOBKE K MNPOMEKYTOUYHOMY HIM HTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYHUTh TEOPETUYECKHM W TMpPaKTUUYECKUH Mmarepuai. TecToBbie
3aaHus (C TIepedyHeM BO3MOXKHBIX BApHUAHTOB OTBETOB, CPEAN KOTOPBIX XOTS ObI
OJIMH OTBET SIBJSICTCS HEBEPHBIM) OOECIEYMBAIOT CTPYKTYPHOCTH MBIIUICHHS,
BBIHYKJECHHOTO BBIOpAaTh U3 NPEMJIOAKEHHBIX BAPUAHTOB OTBET BCE MPABUIIBHBIC
BAPHUAHTBL. Te€CTOBBIE 3aJaHWs HA YCTAHOBJICHUS COOTBETCTBUS IOAPA3YMEBAIOT
HEOOXOJMMOCTh TMPOSBICHUS HE TOJNBKO 3HAaHWA Y4eOHOrOo Marepuana, HO H
YMEHUSI TPUMEHSTh TpaBWia (QopMaibHOM JIOTMKU. TecToBbIe 3aqaHusl Ha
YIIOPSIIOYEHHUE HAIIPABJIEHbl HA YCTAHOBJIEHUE JIOTMYECKOM IOCIEA0BATEIBHOCTH
paccMaTpuBaeMbIX SIBJICHUH (BPEMEHH CYIIECTBOBAHUS SIBJICHHUM, PaCIONIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB ITPABOBBIX JOKYMEHTOB U T.II.).

OddexkTuBHBIM C€IIOCOOOM JIi TOJATOTOBKM K TECTUPOBAHUIO SIBIISIETCS
pabota oOydJaromierocsi Mo PEIIeHUI0 TECTOBBIX 3aJIaHUM, TIPEIOCTaBICHHBIX NS
CaMOCTOATENbHON paldoThl. Takke MpU MOATOTOBKE K TakoW (opMe KOHTPOJIS
3HAHUM, KaK PEIICHUE TECTOBBIX 3aJaHUMU, CIEAYET CAMOCTOSTEIIBHO IONBITATHCA
npopadboTaTh paccMaTpPUBAaEMbIE B JMCIMILUIMHE BOIPOCHI B (hOPME COCTABICHUS
TE€CTOBBIX 33JIAHUM.

IIpy moAroTOBKE K 3a4eTy CIEAYET MMETh B BHUAY, YTO OH SIBJISIETCS
UTOTrOBOM (POPMOYM KOHTPOJISI 1O U3YUEHUIO TAHHOW y4eOHOW MUCHIMIUIMHBI. 3a4eT
MOJAPA3yMEBAET  MAKCUMaJIbHYIO  KOHIIEHTPAaUMIO  3HAHUM W YMCHUM,
MIPEANOIATAOIINX MTOJHOE U3YYEHNE MaTeEpUana JUCIUIIINHEI.

3ader mpoBOAUTCS B (DOpME TECTA U BBHIMIOJTHEHUS 33 JaHUS.

Pemenne mpenomaBatenss o0 WUTOTOBOWM  OILIGHKE MPUHUMAETCS  T10
pe3ysbTaTaM BBITIOJIHEHHOTO MUCHMEHHOTO (T€CTOBOTO) 3a/laHusl, B 3aBUCHMOCTHU
OT IIKaJbl OLIEHKHU.

B kadecTBe MCTOYHMKA JONOJHUTENBHBIX MATEPUAJIOB PEKOMEHIAYETCS
MOJIb30BAThCS HMH(POPMAIMEH OTKPBHITOrO JOCTyna cetu Internet (IaHHBIMU
UH(OPMAITMOHHO-TIPABOBBIX U 00Pa30BaATEIbHBIX TOPTAJIOB, OPUIIMAIBHBIX CANTOB
MHHUCTEPCTB, BEIOMCTB, OTIEJIBHBIX OpPTaHU3alWi, JAaHHBIMU TOCYIApPCTBEHHOMU
CTaTUCTUKHU, pe3yJbTaTaMU 3KCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIIOJIb30BaThCS BO3MOKHOCTSIMH CIPABOYHO-TIPABOBBIX CHUCTEM, 0azbl
KOTOPBIX COAEPKAT HE TOJHKO TEKCT HOPMATHUBHBIX aKTOB, HO M HAy4YHBIC CTaThbU
no pasnmuuHbiM  BompocaM  (Hanpumep, CIIC  «Kouncynbrant  Ilmocy).
PekomeHyeTcst TakKe UCIOJIb30BATh AJIEKTPOHHO-OUOIMOTEYHBIE CUCTEMBI.
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10. Oco0eHHOCTH OCBOECHUSA JUCHHUIIMHBI 1JIS1 HHBAJIHI0B U JIUI C
OrPAHUYE€HHBIMH BO3MOKHOCTSIMH 310POBbSI

OOyuenue oOydYaroIMXCsi C OrPaHUYEHHBIMH BO3MOXKHOCTSIMU 3/I0POBBS
npyu HEOOXOJMMOCTH OCYIIECTBJISICTCS Ha OCHOBE aJanTHPOBAHHOM paboueit
IporpaMMbl  C  HUCIOJIb30BAaHUEM  CIEHMAJIBHBIX ~ METOJIOB  OOy4YeHUs W
TUIAAKTAYECKUX  MaTepualioB, COCTaBJICHHBIX C y4eTOM  OCOOEHHOCTEH
MCUXO(PU3NYECKOTO PA3BUTHSA, WHAUBUAYATHHBIX BO3MOXKHOCTEH W COCTOSHHUS
3I0POBbS TAKUX OOyYaromuxcs (00y4Jaronierocs).

B LEIAX OCBOEHUS y4ueOHOMI IIPOTPaMMBI JVCLHUATUIAHBI
«/lokymenmayuonnoe obecneuenue u 0er0NPOU3BOOCMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATIbBHOM — YNpasieHuwy WHBAIWJAMU W JIMIAMA C OrPAHUYCHHBIMHU
BO3MOXXHOCTSIMU 310pOBbsi THCTUTYT 0OecrieunBaeT:

— JUUIS. UHBAJIUJIOB U JIMI] C OTPAaHUYEHHBIMH BO3MOKHOCTSIMU 37I0POBBS IO
3pEHHUIO: pa3MENICHHE B JIOCTYMHBIX NI OOYYarONIUXCs, SBJISIONINXCS CICIBIMU
WK CIa0OBUSMIIMMHU, MeCTaX M B aJalNTHPOBaHHON (opMe CIpaBOYHON
uHOpMaAIlMU O pACHCAHUM YYEOHBIX 3aHSATHUH; NPUCYTCTBUE AaCCUCTEHTA,
OKa3bIBAIOILIETO oOy4aroniemycs HEOOXOIUMYIO MIOMOIIIb; BBIITYCK
AIbTEPHATUBHBIX (POPMATOB METOJUYECKUX MATEpUaATIOB (KPYMHBIA MpUPT wiIH
aynnohanel);

— JUTSl MTHBAJUIOB | JIUIl C OTPAHWYCHHBIMU BO3MOYKHOCTSIMH 370POBBS I10
CIIYXY: HaJyIeKalIMMHU 3BYyKOBBIMH CPEJICTBAMU BOCIIPOU3BECHNE UH(POPMAIUK;

— JUIA WHBAJIUIOB W JIUI] C OTPAaHWYCHHBIMH BO3MOXKHOCTSMH 3JI0POBBS,
UMECIONIMX  HApYyIICHUS  OMNOPHO-ABUTATEIBHOTO  ammapaTra:  BO3MOXHOCTh
OecnpensTCTBEHHOTO JOCTYIMa 00y4YarouXxcsi B yueOHbIe TTOMEILECHUS, TyaJeTHbIE
KOMHATHI ¥ IPYTUE TTOMEIICHHS, a TAaK)Ke MPeObIBaHNE B YKa3aHHBIX MIOMEIICHHUSX.
OO6yuarornuecs u3 yuciaa uHBaIUMAOB U Jmi ¢ OB3 obecrnieueHbl meyaTHBIMU H
(W1IK) ANEKTPOHHBIMU 00pa30BaTEIbLHBIMU pecypcamu B hopmax, aganTHPOBAHHBIX
K OTPaHMYCHUAM X 370poBbsi. OOpazoBaHHE OOYYAIOMIUXCS C OTPAaHUYCHHBIMH
BO3MOYKHOCTSIMU 37I0POBbSI MOKET OBITh OPTAaHU30BAHO KaK COBMECTHO C APYTHMHU
OOYYarOIIMMHUCS, TaK U B OTJACTBHBIX IPYIITIAX WA B OTACIBHBIX OPTaHU3AIUSX.

11. IlepeyeHb MH(POPMANUOHHBIX TEXHOJIOTH, MPodeccHOHATILHBIX 0a3
JAHHBIX, HCIOJIb3yEeMbIX NPH OCYLIECTBJICHNH 00pa30BaTeJIbHOIO Npolecca
N0 JUCHMILVIMHE (MOYJ/II0), BKIIOYASl NlepevYeHb MNPOrPAMMHOI0 00ecreyeHus
U MH(OPMAIMOHHBIX CIIPABOYHBIX CHCTEM

[IporpammHuoe obecrieueHue:

Onepannonnas cucrema (Microsoft Windows Iponpuemapnas);

[TakeT opucubix mporpamm (Microsoft Office Iiponpuemapnas);

[TporpammHOe ObOecriedeHrne A MPOCMOTPa AJIEKTPOHHBIX TOKYMEHTOB B
crangapte PDF (Foxit Reader GNU Lesser General Public License);
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[TporpammHbIE CpencTBa, OOECHEUMBAIOIIME POCMOTP BHAeOdAiIoOB B
dopmatax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU Lesser
General Public License);

Web-0pay3ep (Mozilla Firefox GNU Lesser General Public License);

Antusupyc (Kacnepckuit Open Space Security ITponpuemapuas).

I/IH(bOpMaHI/IOHHble CIIPaBOYHBIC CUCTCMBbI:

1) AsroMaTu3upoBaHHas HHQOpPMAIMOHHAs OMOIMOTEYHAs CcUCTeMa
Marc21SQL,;
2) CnpaBouHo-1ipaBoBas cucrema «Koncymnbrant [1nrocy
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12. MaTtepuajibHO-TEXHHYECKas 0a3a, He0OXoauMasi JJIsl OCYIIeCTBIEHHUS
00pa30BaTeJbHOIO MPoLecca Mo AUCHUILINHE (MOIYJII0)

Crnenmnajnu3npoBaHHble AyTUTOPUM:

VYuebHast ayauTopusi JUISL TPOBEACHUS 3aHATUH CEMHHAPCKOIO THIA, KypCOBOTO
IPOEKTUPOBAHUS (BBINOJIHEHUS] KYpPCOBBIX paloT), TIpYNIOBBIX M HHIUBUAYAIbHBIX
KOHCYJIbTAIlMi, TEKYIIET0 KOHTPOJIS ¥ MPOMEXYTOYHON aTTeCTAllMK / KOMITBIOTEPHBINA KJIAcC
/ HOMeIIEHUE JUIsl CAMOCTOATENbHON paboThI

TexHn4eckue cpeacrea Oﬁy‘leHHﬂ:

KOMIIBIOTEpP C TIPOTpaMMHBIM oOOecriedeHreM, yKa3aHHbiM B 1.11, moctymoMm k cetm
«HTepHeT» U o0ecreueHrneM JI0CTyla B 3JIEKTPOHHYIO0 HHPOPMAIIMOHHO-00pa30BaTeIbHYIO

cpeny

Crnenmnajnu3upoBaHHble AYIUTOPUH:

YyeOHast ayIuTOpHsI Ul IPOBEACHUS 3aHATUH JIEKIIMOHHOTO THIIA, 3aHATHIA CEMHHAPCKOTO
TUMA, KypCOBOTO TPOEKTUPOBAaHUS (BBIMIOJHEHHS KYpPCOBBIX palOT), TPYNNOBBIX H
VHJVBHIYAJIBHBIX KOHCYJIBTAIMM, TEKYIIErO KOHTPOJIA U MPOMEKYTOYHON aTTECTalluU

TexHuuyeckue cpeacTBa 00yYeHHsI:

MYJIbTUMETMMHBIA KOMILIEKC

KOMIIBIOTEP C ITPOIrpaMMHBIM 06ecnequHeM, YKa3aHHbIM B II. 11
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