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1. ITosicHUTEJILHAA 3ANMUCKA

Kypc «/[okymenmayuonnoe obecneuenue ynpasieHus» 3aHUMAET BaXHOE
MECTO IpH MOJATOTOBKE MarucTpoB 1o HarpasieHnio 38.04.04 — I'ocynapcTBeHHOE
U MYHUIIUTNIAIBHOE YIPABICHUE.

AKTYanbHOCTh M3YyUYEHMs] JUCHUIUITUHBL «/[oKymMenmayuonHoe obecneuenue
ynpaeneHusy OINpeAeNseTcsl 3HAaYMMOCTBIO POJIM JIOKYMEHTOB B MHPOBOM
WH()OPMAITMOHHOM TMPOCTPAHCTBE. B COBPEMEHHBIX YCIOBHUSX IS TTOBBITIICHUS
(b (PEKTUBHOCTH yOpaBICHUS HEOOXOAMMO VACHATh JOCTAaTOYHOE BHHMAHHE
COBEPIIICHCTBOBAHHUIO PabOTHI C JOKYMEHTAMH, TaK KaK BCSIKOE YIPaBICHYECKOE
pemieHne Bcerda OasupyeTcss Ha HWHGOpMAalMK, Ha CIYKEOHOM OKYMEHTE.
Opranmsarust paboThl C JOKYMEHTaMH BIHSET Ha KadyecTBO pabOThHI ammapara
YVIPABJICHUS, OPTaHU3AIMIO U KYJbTYpY TPyJAa yNpaBieHYECKUX paOdoTHHUKOB. OT
TOTO, HACKOJBKO MPO(ECCHOHANBHO BEAETCS JOKYMEHTAIUsl, 3aBHCHUT YCIIEX
yIPaBJICHYECKON JEATEIHHOCTH B 1IEJIOM.

LlensMu  OCBOCHHMS JUCHMIUIMHBI  «/JoKyMenmayuonnoe obecneveHue
ynpaeneHusy SABISETCS WM3Y4YeHHE HEOOXOJUMOTr0 W JOCTaTOYHOTO YPOBHS
TEOPETUUECKUX 3HAHUM TO JEJONPOU3BOACTBY M HABBIKOB MX NPUMEHEHUS B
poQeCCUOHATILHOMN JesATEeIbHOCTH; Pa3BUTHE YMEHUN COCTaBIICHUS IOKYMEHTOB B
KOHKPETHBIX YIPABICHUYECKUX CHUTYyallMsIX B 3aBUCUMOCTH OT Ha3HAYCHUS,
coziep kKaHus ¥ BUA JTOKYMCHTA.

3a1aun QUCIUILIINHEL:

1. V3yunth 1ienu, 3ama4du, (YHKIUH JEIONPOU3BOJICTBA B COBPEMEHHBIX
OpTaHU3alNSX, YIPSKICHUSIX.

2. CdopmupoBath 3HaHHS 00 OTEUECTBEHHOM ONbITeé B o0JacTu
JeJIOTPON3BOACTBA.

3. O3HaKOMUTBCA C OCOOCHHOCTSMHM COCTaBlieHHs #  o(opMIeHUsS
Pa3IUYHBIX BUJOB JOKYMEHTOB, MPUMEHSEMBIX B OpraHU3AIMSIX
pasnu4YHBIX (OPM COOCTBEHHOCTH.

4. W3yuuTh  oOpraHu3alMio JOKYMEHTOOOOpOTa Ha  COBPEMEHHBIX
PEANPUSATHSX.

5. M3yuuTh HOpMATUBHO-TIPABOBYIO 0a3y OpraHU3AIUU JIEJIOPON3BOJICTBA,
3aKOHOJIaTEJIbHBIE W JPYrHe HOPMATHBHBIE aKThl (elepaibHOTO H
PETUOHAIBHOTO YPOBHEM.

. ChopmupoBaTh 3HAHHUS O COBPEMCHHBIX HAIMPABIICHUSX Pa3BUTHUSA H
NyTSIX ~ COBEPIICHCTBOBAHUS  JIOKYMCHTAIIMOHHOTO  OOCCTICUCHMS
YIIPaBJICHHUS.

(o)}

2. IlepevyeHb IVIAHUPYEMBbIX Pe3yJIbTATOB 00yUeHMS 1O AUCIMILINHE,
COOTHECEHHBIX C IVIAHUPYEMBbIMH Pe3yJIbTATAMHU OCBOCHUS 00pa30BaTeIbHOM
NMPOrpamMmabl

JuctunHa «/[okymenmayuornHoe obecnedenue ynpasienus» yIacTBYeT B
(hopMHUPOBAHNUU CIEAYIONICH KOMIICTCHITHH



[1K-1 - Biragenue
TEXHOIOTHSIMHA
yIpaBiICHUS
MIEPCOHAIIOM,
00J1alaHueM YMECHHUSIMH
Y TOTOBHOCTBIO
(GbopMUPOBATH KOMaH/IbI
JUTSL PEIICHUS
[TOCTaBJIEHHBIX 3a7a4

3HaHUsI: HOPMATUBHO-TIPABOBOM  0a3bl  JOKYMEHTAI[MOHHOTO
obOecrieyeHus  ympaBieHus B chepe  mpodeccHoHATbHOU
NEeSTENIbHOCTH; TPaBUJI COCTABIIEHHUS, TEXHOJOTHH 00paboTKH,
NpaBUI JIBWKCHHS, XPAaHCHHS M HCIOJBb30BAHUS YIPABICHUYECKHX
JOKYMEHTOB;  TEXHOJOTHM JOKYMEHTAllMOHHOrO  oOecreyeHus
yIpaBJIEHUS  TMEPCOHAIOM;  OCOOEHHOCTEH  COCTaBIEHUS U
opopMIIeHHS ~ CHPaBOYHO-MH(GOPMAIMOHHBIX M CIPAaBOYHO-
AQHAJTUTHYECKUX JOKYMEHTOB Ha OCHOBE HH(OpPMAIMOHHOW U
oubmuorpaduueckoil KyJbTYphl, BHJIOB OOpaIleHUN TpakIaH H
TEXHOJIOTUI pabOThI C HUMH.

YMeHusi: OCYIIECTBIATH JeloBoe oOuieHue; pa3padaThiBaTh
JOKaJbHBIE  HOPMATHBHBIE  JOKYMEHTBHI,  pErJIaMEHTUPYIOIIHNE
YIPaBICHUYECKYIO JIEATEIbHOCTh; BECTU JEIOBYIO MEPENUCKY, B TOM
YHCIIE C CIIOJIb30BAaHHEM COBPEMEHHBIX JIEKTPOHHBIX (hopM oOMeHa
JIEJI0BOM MH(OpMAaIIHEH.

HaBpbIku: BeleHHS JTOKYMEHTOOOOpOTa WM JEIOBOH MEPENUCKH C
rpaxkJiaHaMd ¥ BHEUIHUMH  OpPTaHH3alUsIMH;  MOJJAEPKKHU
DIIEKTPOHHBIX ~KOMMYHHKAamuid B cdepe JOKYMEHTAIMOHHOTO
obecrieueHHs yIIpaBJICHUS; PUMEHEHHUS TEXHOJIOTHI
JIOKYMEHTAIMOHHOTO 00eCIIeYeHHUs YIPABICHHS EPCOHATIOM.

3. MecTo IMCUMILUIUHBI B CTPYKTYpPe 00pa30BaTeIbHOM NMPOrpaMMbl

JlncuurimHa

MI1.B.J[B.03.01 «/lokymenmayuonnoe obecneuenue

YnpasieHusy SIBISETCS OUCYUNIUHOU NO 8blOOPY 8aAPUAMUBHOU Yacmu y4eOHOTO
TJlaHa MOATOTOBKU CTyJeHTOB 1o HampasieHuto 38.04.04 — [NocynapcTBeHHOE U
MYHHUITUTIATFHOE YIIPABJICHHE.

Mudp [IpenmecTByromue PANG(Q10200030%0508 [Tocnenyromue
KOMITETEHLIUU T CHUTIIUHBI y4eOHOTO0 IJ1aHa, B TUCHUTUTHBI
y4eOHOTO TJIaHa, B KOTOPBIX y4eOHOTO TJIaHa, B
KOTOPBIX KOMIIETEHIIUS KOTOPBIX
OCBauBaeTCs OCBauBaECTCs OCBauBaETCS
KOMIIETEHIUS MapajuiesIbHO C KOMIETEHIIUS
U3y4aeMoun
JUACIHUTIIMHON

IIpakTuka no
Ilcuxomorus u

. MOJTyYEHUIO
TeIaroruka BeICIIEH
npodecCHOHATBHBIX
IIKOJIBI, .
YMEHHH U OTIBITa
JlarHast AuCIuIINHA Amanranuys JuIl ¢ "
. npodeccuoHaNbHOMI
SIBJISIETCS. IEPBUYHOM B OTpaHUYEHHBIMU
IIK-1 NesITeIbHOCTH (B TOM
dbopMupoBaHUU BO3MOKHOCTSIMH
) YHCJIE MeJarornyecKas
KOMITETEHIIMHT 310POBbS K KU3HH, )
MPAaKTHKA);
I'ocynapcrBenHas u
[IpousBoacTBeHHas
MYHHIIUAIbHAS CITyX0a
MpaKTHKa
(mpenauIIOMHAas
PAKTHKA)




4. O0beM IMCUMILUIHHBI (MOAYJISI) B 3a4€THBIX eIMHULAX C YKa3aHUeM

KOJIMYECTBA AKAJAeMHUYECKUX WIH ACTPOHOMHYECKNX YaCOB, BbIIeJIEHHbIX Ha
KOHTAKTHYI0 PadoTy 00y4aomuxcs ¢ npemnojgasareseM (1o BUaaM y4eOHbIX

3aHATHH) ¥ HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4ar0uXcs

Oo6mmas TPYJIOEMKOCTh OCBOCHHSI y4ueOHOMI JTUCITUTUTHBI
«/lokymenmayuonHoe obecneuenue ynpaeieHus» COCTaBIseT 4 3adeTHbIE
eauHUITEI niu 144 akaqeMUYecKux Jaca.

1 Bcero,
Cemectp
Kypc aK.4acoB
OOm1ast Tpy10eMKOCTh (Bcero ak. yacoB / 3.en1) | 144 /4 14414
KonTakTHas Jlekuun 4 4
pabota [IpakTueckne 3aHATHS 12 12
CamocTosiTenbHas pabota 127 127
Bun
IIPOMEXYTOUYHOU
aTTecTaluu 3auer 1 1
(KOHT.pab. /
caMocT.pao.)

5. Conep:kanue TUCUUILIMHBI (MOXYJIs), CTPYKTYPHUPOBAHHOE 10 TEMaM
(pa3mesiam) ¢ ykazaHueM OTBEJIEHHOI0 HA HUX KOJIMYeCTBA aKaJeMHYeCKUX
WIH ACTPOHOMMYECKHUX YaCOB U BUA0B Y4eOHBIX 3aHATHI

Pacnpenesienue 4acoB y4eOHOU padoThI CTYACHTOB

TpynoemkocTs

HaumenoBaunue
pazzena AUCHUIUIMHBI
(Tema)

Bcero

JIEKIIAU
MIPAKTUY.3aHITHS

camMocCT.paboTa

Conepxanue

JlokymeHT B cucteme
YIIPABJICHUS.

29

25

[Ipeamer, 3amaun, CTPyKTypa NUCIHUILIMHBIL.
JIOY Kkak [OesaTelIbHOCTh, OXBAaTHIBAIOIIAS
JIOKYMEHTHPOBAHUE U OPTaHU3AIHIO pabOTHI
C JOKyMEHTaMH.
Onpenenenue HOHATHHU
«TOKYMEHTHUPOBaHHas
«AIEKTPOHHBIN JIOKYMEHT) B
roCyAapCTBEHHBIX CTaHJapTax,
3aKOHOJIaTEILCTBE U JIOKYMEHTOBEICHUH.
B3auMocCBA3b  MOHATHH  «IOKYMEHT» U
«uHpopManus». MecTo U poiib JOKYMEHTOB
B YIIPaBJICHUU HAa COBPEMEHHOM dTarle.
OYHKIIMU JOKYMEHTA.

IOKYMEHT»,
uHpOpMaLU»,




OcoOeHHOCTH COCTaBJICHUS M O(DOPMIICHHS

CHPaBOYHO-UH(POPMALUOHHBIX u
CIPaBOYHO-aHAJTUTUYECKUX JOKYMEHTOB Ha
OCHOBE UH(POPMALIMOHHOH u

OonbmmorpaduuecKoi KyJabTyphl

OcHoBHbIE IIpaBUIIA
COCTaBJICHUS U

OpranuzaioHHO-pacnopsAuTeIbHAS

nokymeHTanus. HopmaruBHo-ipaBoBast 6aza
JIOKYMEHTAIIHOHHOTO obecrneueHuUs
yopaBieHuss B cdepe MpodecCHOHATbHON
JeaTeabHOCTH. TpeOoBaHus K OPOPMIICHUIO
JIOKYMEHTOB' C 1aTOi BBEIICHUS B JCHCTBUE

oopmienus 1 25| 1 |1 wmona 2018 roma. IlpaBuma pa3zpaboTku
yIpaBJIEHYECKUX JIOKAJbHBIX ~ HOPMATUBHBIX  JIOKYMEHTOB,
JIOKYMEHTOB periIaMeHTHPYIOLTIX YIIPaBJIEHYECKYIO
JeSITEIbHOCTD.
[TonsaTue «00sI3aTEITbHBIN PEKBU3UT
JOKyMeHTa». biank nokymenra. brnanku
obmue, 11 nucem, repOoBhIE.
OpraHu3annoHHbIe (dopMmbl CITYKObI
JIOKYMEHTAIMOHHOTO obecrieueHus.
dakrTopbl, BAMSIOIIME Ha HUX BBIOOP B
YUPEKACHUAX Pa3INIHBIX ypOBHEH
yIpaBJIeHUs. Tunossle CTPYKTYpbI
JIeJIONPOU3BOJCTBEHHON ciayxObl. [loHsTHE
Opranuzanus paboTsl (QJIEKTPOHHBIA  CTHJIb paboTh»  oduca.
CILYKOBI Bunel oOpaiieHuil rpakJjaH U TEXHOJIOTMH
JIOKYMEHTAlMOHHOTO 1 25 1 |pabGoret ¢ wHumu. llpaBuna npenoBoro
obecrnieueHus oOIeHus, BEAEHMsI JOKYMEHTOOOOpoTa u
yTpaBJIeHUS JIEIOBOM  MEPEeNUCKHd C TpakAaHaMu |
BHEITHUMH OpTaHU3aIHsIMU.
CoBpeMeHHbIe IEeKTPOHHBIE (POPMBI OOMEHA
nenoBoil  wHGOpMammei.  DIeKTPOHHBIC
KOMMYHHKAITHH B chepe
JOKYMEHTAIHOHHOTO obecriedeHust
yIpaBJIeHuUs
Opranuzanus JIOKyMEHTO000pOoTa B
exaeHud.  TexHonorus  oOpabGoTku
Oprasmsats z:gnminx UCXOIIIMX W BH N SHHHUX
JIOKYMEHTO0000pOTa. ’ yIb
JOKYMeHTOB. [IpaBuia qBuKeHUs, XpaHEHUs
JlokymeHTanmoHHoe
1 25| 1 |um UCIIOJIb30BaHUS yIIpaBIEHUYECKUX
o0ecrieyeHue
JIOKYMEHTOB. TexHonoruu
yIIpaBJICHUS
JOKYMEHTAIHOHHOTO obecriedeHust
MEPCOHAJIOM.
yIpaBJIEHUS IEPCOHATIOM U OCOOEHHOCTH MX
IPUMEHCHHSI.
Perucrpanus u
COHTDOME [TonATHE  «perucTpamyst  JTOKYMEHTOBY.
P 3HayeHUEe PEerucTpaluy JOKYMEHTOB JUIS
UCTIOJTHEHUS .
yIIpaBICHYECKON AesaTenbHOCTH. [IprHIUTIBI
JOKyMeHTOB. [IpaBuia
22 - 22 | ¥ mpaBUJIa PETUCTPAIMU U MHICKCHUPOBAHUS

JBUKEHMS, XPAaHEHUS
Y UCITOJIB30BaHUs
yIpaBIE€HYECKUX
JOKYMEHTOB

JTOKyMeHTOB. CoOCTaB pErUCTPUPYEMBIX H
HEPETUCTPUPYEMBIX JTOKYMEHTOB.
Perucrparmonnsie Gopmsl.




3a4eT (xoHT.pad. / 1 ) i )
caMocCT.pao.)
HWroro 3a 1 xypc 144 | 4 | 12 | 127

6. IlepeyeHb yueOHO-MeETOANYECKOT0 00ecniedeHus I CAMOCTOATEILHOM
padoTHI 00y4aKOIIMXCH MO JMCHMILINHE (MOLYJIIO)

CamocTrosiTe/IbHasA paﬁoTa CTYACHTOB

No Buapl camocTosTenbHOM Tpynoemkocts, | PopmMa KOHTPOJISA
paboThI aK.4achl
1. | IIpopaboTka T€OPETHYECKOTO

Koncynpranus

MaTepuasa 1o KOHCIEKTam

o . npenoaaBaTess,

JIEKIIAH, PEKOMEHIOBAaHHOM 35 CTHOE

JIUTEPATYPE, TOMOTHUTEIBHBIM M
cobeceoBaHne

MCTOYHHKAM MH(OpMauu

2. HO,Z[FOTOBK& K ITPaAKTHICCKUM

BricTymuienue ¢
3aHATUAM: IIOUCK

g TIOKJIaZIOM,
HeoOxonumon nHdopmaumy,
MIpE3eHTAITNA,

o0paboTka uH(poOpMaIuu, 57

OTBETHI Ha
HaIMCaHWue JOKIana,

JTUCKYCCUOHHBIE

MOATOTOBKA K BBICTYIUICHHIO

BOIPOCHI
(muckyccumn)

3. [ToaroroBka K TEKyIiemMy

KOHTPOJIIO (TECTUPOBAHHE 35 TecTbl

W/WM HanrcaHue pedepara)

Jnst caMOCTOSITENIbHOM paboThl MO IUCUUILIMHE (MOAYIIO) OOyyaromuecs
HCIIONB3YIOT CIIeAYIoINIee yueOHO-METOUYECKOE 00eCIIeUeHue:

1. beikoBa  T.A. JlokymeHTaunmoHHOEe  oOeclieueHUue  yIpaBieHUS
(menonpousBoacTBO) : yueb. mocodue / T.A. breikoBa, T.B. Kysueuona, JI.B.
CankuHa. — 2-¢ wu3d., nepepad. m mon. — M.:. MH®PA-M, 2017.— 304

C. [OnexTpoHHbIN pecypc] URL:
http://znanium.com/catalog.php?bookinfo=762591.
2. Kabamor C.}O. Opramm3anmss o0mero ©  CHEHUAIBLHOTO

JICIONIPOU3BOICTBA B OpraHax MECTHOTO CaMOyIpaBlieHUs: YueOHoe mocoowue. -
M.:. HUI[ Huadpa-M, 2013. - 421 c. [Dnekrponnsiii pecypc] URL:
http://znanium.com/catalog.php?bookinfo=315556.

3. ®oHA OIEHOYHBIX M METOAMYECKUX MATepUajOB TO JUCIUTIIMHE
«/loxymenmayuonHoe obecneuenue ynpasieHus.



http://znanium.com/catalog.php?bookinfo=762591
http://znanium.com/catalog.php?bookinfo=315556

7.®0oH/1 OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB [IJIsl IPOBEACHNS
NMPOMEKYTOUHOM aTTecTAlMU 00yYAKIIMXCS M0 JUCHUILIHHE

7.1. IlepeyeHb KOMIIETEeHIMI ¢ YKa3aHHeM 3TanoB uX¢popMUpoBaHusi B
npouecce 0CBOCHUN 00pa3oBaTeJIbHOM MPOrPaAMMbI

IIpouecc wm3ydeHHMs OHUCLHUIUIMHBL «/JoKymMenmayuonHoe obecneyeHue
ynpaenenus»  HampaBleH Ha (OpPMUpPOBAHHME CIEAYIOUIE  KOMIETEHLUH,
OTPa)kKeHHOM B macropte (GOpMUPOBAHUS KOMITETECHITHI:

[IK-1 - BianeHWe TEXHOJOTHSIMU YIPABICHUS TEPCOHAIOM, OOJaJaHuEM

YMCHHUAMU U T'OTOBHOCTBIO q)OpMI/IpOBaTB KOMaHAbI I PpCIOCHUS ITOCTABJIICHHBIX
3aga4.

Omansl popmuposanuss KomnemeHyuu

1 atan 2 sTan
ITpakTHKa 10 MOJTYYEHHIO IPO(ECCHOHATBHBIX
[Tcuxoorus u meaaroruka BhICIIeH YMEHHI U OTbITa PO(HECCHOHATBHON
IIKOJIBI JeTEIbHOCTH (B TOM YHCIIE [IE1arOruuecKast
(1 xypc) IPaKTHKA)
(3 xypc)

JIOKyMeHTAllHOHHOE 0fecrieyeHne
ynpasiieHust /
AI[aHTaIII/HI JIiI ¢ OTpaHU4YC€HHBIMUA
BO3MOYKHOCTSIMHU 3/I0POBbSI K )KU3HH

(1 xypc) -
pOI/I3BOI[CTBeHHa}I HpaKTI/IKa

(mpeaauIIoMHast MpaKTHKA)
(3 xypc)
l'ocynapcTBeHHas 1 MyHHIIUTIATbHAS
ciyx0a
(1 kype)




7.2. Onucanme noxKasarejield u KPUTEPHUEB OLICHUBaHUSA KOMHeTeHHI/Iﬁ Ha pa3/iMYHbIX 3Tallax ux (l)OpMI/IpOBaHI/IH,
OIIMCAHMC IIIKAJ OHCHUBAHUA

Kpurepuu onieHuBaHus pe3yIbTaToOB 00ydIeHUs

5 =
5 = =
5 3 o [Tnaaupyembie 0 0 0 0
g - 3 pesyIBTATE 0BydeHs IICHKa HE 3a4TEHO IICHKA 3a4TCHO [ICHKA 3a4TCHO [IEHKA 3a4TCHO
2] S (0-54 6amoB) (55-69 6amnnoB) (70-84 Ganna) (85-100 GamtoB)
s 2
1 stan
= 3HaHun: He 3naer: JemoHcTpUpyeT JlemoHCTpUpYET JleMoHcTpUpYyET
= HOPMAaTUBHO-TIPABOBOM | HOPMATHBHO-TIPABOBOW | YACTHMUYHBIC 3HAHUS 0€3 | IOCTATOYHBIC 3HAHWS B | BHICOKHI YPOBEHB
QE 0a3sl 0a3bl rpyObIX OMIHOOK: 6a3oBoM o0OBeMe: 3HAHUMA:
v JOKYMEHTAIMOHHOTO JOKYMEHTAI[MOHHOTO HOPMAaTHUBHO-TIPABOBOM | - HOPMATHBHO- HOPMAaTUBHO-TIPABOBOM
z obecrieueHus obecrieueHus 0a3bl MIPaBOBO# Oa3bI 0a3bl
: yIpaBlieHUs B cepe yIpaBIeHUS B cepe JOKYMEHTAI[MOHHOTO JIOKYMEHTAIMOHHOTO JOKYMEHTAI[HOHHOTO
= npodeccnoHanbHOM npodeccnoHanbHOM obecrnieueHus obecrieueHus obecrnieueHus
‘é NESATETbHOCTH; IPABWII | ACSITEIIbHOCTH; IPABUIT yrpaBiieHus B chepe yrpasieHus B chepe ympasieHus B chepe
z COCTaBJICHMUS, COCTaBIICHMUS, npodeccnoHanbHOM npodeccnoHaNbHOMI npodeccnoHanbHOM
g TEXHOJIOTHI TEXHOJIOTHI 00pa0OTKH, | ACITETBLHOCTH; IPABWII | JACSITEILHOCTH, IPABWI | JIEATEITBHOCTH; TIPABHI
2 00pabOTKH, MPaBHII TIPAaBUJI IBUKCHUS, COCTaBIICHUSI, COCTaBJICHMUS, COCTaBJICHMUS,
2 JIBMOKCHUS, XPAHCHUS U | XpaHCHUS U TEXHOJIOTHIA TEXHOJIOTHIt TEXHOJIOTUH 00paboTKH,
QE’ HCIOJIb30BaHUS WCTIOJIb30BAHUS 00pabOTKH, MPaBHUII 00pabOTKH, TPaBUII TIPaBUJI IBUKCHUS,
& YIIPaBIEHICCKUX YIPaBICHICCKIX JIBMOKCHUS, XPAHCHUS U | JIBMOKCHUS, XPAHCHHUS U | XpaHEHUS U
S JOKYMEHTOB; JTIOKYMEHTOB; WCIIOJIb30BaHUS UCIIOJIb30BaHUS UCTIOJIb30BaAHUS
5 TEXHOJIOTHI TEXHOJIOTHIA VIPaBICHICCKUX VIPaBIEHICCKUX YIIPaBICHICCKUX
OE JOKYMEHTAI[MOHHOTO JOKYMEHTAIMOHHOTO JTIOKYMEHTOB; JIOKYMEHTOB; JTIOKYMEHTOB;
§ obecrieueHus obecrieueHus TEXHOJIOTUIA TEXHOJIOTHI TEXHOJIOTHIT
z yIpaBJICHUS yIpaBJICHUS JOKYMEHTAI[HOHHOT'O JIOKYMEHTAIMOHHOTO JOKYMEHTAI[HOHHOTO
E TIEPCOHAJIOM, TIEPCOHAJIOM, oOecrieueHus obecrieueHus oOecrieueHns
= ocoOeHHOCTeH 0COOCHHOCTEMH yIpaBICHUS yIpaBJICHUs yIpaBJICHUS
§ - COCTaBJICHHSI U COCTaBJICHHS U MIEPCOHAIIOM, MIEPCOHAIIOM,; MIEPCOHAIIOM,
= v odopmiteHus odopMIIeHHs CITPAaBOYHO- | 0OcOOEHHOCTEH 0COOCHHOCTEH 0COOEHHOCTEH
© = CIIPaBOYHO- WH(POPMAIIMOHHBIX COCTABJICHUS H COCTaBJICHUS U COCTABIICHUSI U
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UH()OPMAIIMOHHBIX U
CIIPaBOYHO-
AHATUTUYECKHX
JOKYMEHTOB Ha OCHOBE
UH()OPMAOHHOHN 1
o6ubnuorpaduueckon
KYyJbTYpPbI; BUJIOB
oOpanieHuii TpaKaaH u
TEXHOJIOTHH paboThI ¢
HUMH.

CIPaBOYHO-
AQHATUTUYCCKUX
JOKYMEHTOB Ha OCHOBE
UH(POPMALIMOHHON 1
oubnmorpaduueckoi
KYJIbTYpPBI; BUJIOB
oOpamieHuii TpaKaaH u
TEXHOJIOTHI pabOTHI ¢
HUMH.

Jomyckaet rpyobie
OLLIMOKHU.

odopmMIIeHUS
CIIPaBOYHO-
WH(POPMAIIMOHHBIX
CIIPaBOYHO-
AHATTUTHYECKUX
JOKYMEHTOB Ha OCHOBE
WHGOPMAIIMOHHON U
o6ubnuorpaduueckon
KYJIbTYPBI; BUIOB
oOpareHui rpaxxaad u
TEXHOJIOTHI paboThI ¢
HUMH.

odopmIIeHUS
CIPaBOYHO-
UH()OPMAIIMOHHBIX U
CIPaBOYHO-
AHATUTHYECKUX
JIOKYMEHTOB Ha OCHOBE
UH()OPMAIIMOHHON U
oubnmorpaduyeckoit
KYJbTYPBI; BU/IOB
oOpallleHui TpaxkiaH u
TEXHOJIOTUH paboThI C
HHUMHU.

oopMIIeHUS
CIIPaBOYHO-
UH(QOPMAIIMOHHBIX U
CIIPaBOYHO-
AHAITUTHYECKUX
JOKYMEHTOB Ha OCHOBE
UH()OPMAIIMOHHOU U
o6ubnuorpaduyeckoit
KYJIbTYPBI; BU/IOB
oOpanieHuit Tpakaan u
TEXHOJIOTUH paboThI C
HUMU.

Ymenus:

- OCYILIECTBIISAATh
JIeTI0BOE OOIICHHE;
pa3pabaTsiBaTh
JIOKaJIbHbIE
HOpPMATHBHBIC
JOKYMEHTHI,
peTIIaMeHTHPYIOIIIHE
yIIPaBJICHYECKYIO
JEeSATEIIbHOCTD; BECTH
JIENIOBYIO TIEPEIUCKY, B
TOM YHCIIE C
UCTIOJIb30BaHUEM
COBPEMEHHBIX
AJIEKTPOHHBIX (HopM
oOMeHa eI0BOH
uHpopManmen.

He ymeer nnmn
JEMOHCTPUPYET
YaCTUYHbIE YMEHUS,
JI0TTycKasi rpyOble
OLIMOKH: OCYILECTBIISATh
JIeJIOBOE OOIICHHE;
pa3pabaTbIBaTh
JIOKaJIbHbIE
HOpMAaTHBHBIE
JOKYMEHTHI,
perIaMeHTHPYIOIINE
YIPaBIEHYECKYIO
JESATENIBHOCTD; BECTH
JIEJIOBYIO MEPENUCKY, B
TOM YHCIIE C
HCIOJIb30BaHUEM
COBPEMEHHBIX
ANEKTPOHHBIX POpPM
oOMeHa J1eN0Boi
nHpopmanuen.

JeMmoHcTpupyer
YaCTUYHbIC YMEHUs 0e3
rpyObIX OMIHOOK:
OCYIIECTBIISITH JIEIIOBOE
oO111eHHE;
pa3zpabaThiBaTh
JIOKaJIbHbIE
HOpPMATHBHBIC
JOKYMEHTHI,
periIaMeHTHPYIOIIHe
yIIpaBJIEHYECKYIO
JeSITeTbHOCTD; BECTH
JIETIOBYIO TIEPENHCKY, B
TOM YHCJIE C
UCIOJIb30BaHUEM
COBPEMEHHBIX
AJIEKTPOHHBIX (hopMm
oOMeHa AeI0BOM
uHpopMaInmen.

JlemoHCTpUpYET
0a30BbIi YPOBEHD
YMEHUU:
OCYILIECTBIISITh JEJI0BOE
00IIIeHHE;
pa3zpabaThIBaTh
JIOKAIIbHbIE
HOpPMAaTHBHBIC
JIOKYMEHTHI,
perJamMeHTHpyoIre
yIpaBJIEHYECKYIO
JeSITEJIbHOCTD; BECTH
JIEJIOBYIO TIEPENIUCKY, B
TOM YHUCIIE C
HCII0JIb30BaHNEM
COBpPEMEHHBIX
AIIEKTPOHHBIX (hopM
oOMeHa aejI0BOil
uHpopManuen.

JleMoHCcTpUpYyET
BBICOKHI YPOBEHb
YMEHUM:

- OCYILIECTBIIATH
JIeII0BOE OOIIEHUE;
pa3zpabaThiBaTh
JIOKaJIbHBIE
HOpMaTUBHbIE
JOKYMEHTBHI,
peraamMeHTHpyolre
YIPaBIEHYECKYIO
JEeSITENIbHOCTD; BECTH
JIENIOBYIO NEPEMNHCKY, B
TOM YHUCJIE C
HCIIOJIb30BaHNEM
COBPEMEHHBIX
AJIEKTPOHHBIX (hopM
oOMeHa IeJI0BOH
uHpopManuen.
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Hasbixn:

- BEACHUA
JOKYMEHTO000pOTa U
JIEJIOBOM MEPENUCKH C
rpaxJaHaMy U

He Bnageer niu
JEMOHCTPUPYET HU3KUI
YpOBEHD BJIaJICHUSA
HaBBIKAMM:

- BeJICHUS

JeMoHcTpUpyeT
YaCTUYHBIC BIIA/ICHUS
0e3 rpyOBIX OMHUOOK
HaBBIKAMHU:

- BEJICHUS

JlemoHCTpUpYyET
0a30BbIil ypOBEHb
BJIQ/ICHUS HABbIKAMU:
- BeJICHUSA
JIOKyMEHTO0000pOoTa U

JleMoHCTpUpYET Ha
BBICOKOM YpPOBHE
BJIa/ICHUE HaBBIKAMHU:
- BEJICHUS
JOKYMEHTO000pOoTa U

BHEIIHUMU JOKYMEHTO000pOoTa 1 JOKYMEHTO000pOTa U | JAETOBOM MEPETUCKH C JIEJIOBOM MEPEMUCKU C
OpraHu3alusIMu; JIEJIOBOM MEPENHCKH C JICJIOBOM TEpenucKu ¢ | rpaKAaHaMU U rpaxaaHaMu U
MMOAACPIKKHN rpaxJiaHaMu 1 rpaxaaHaMu 1 | BHCIIIHUMHA BHCIIITHUMU
ANEKTPOHHBIX BHEUTHUMU BHEUTHUMU OpraHU3aIsIMU; OpraHu3alsIMHu;
KOMMYHI/IKaIII/Iﬁ B opraHu3anuvsiMu; opraHu3anuvsaiMu; MMOAACPIKKHN MOAACPIKKHN
chepe MO PKKH MOAJIEPKKH AIEKTPOHHBIX ANEKTPOHHBIX
AOKYMCHTAIITMUOHHOTI'O OJICKTPOHHBIX OJICKTPOHHBIX KOMMYHI/IKaIII/Iﬁ B KOMMYHI/IKaIII/II\/JI B C(bepe
obecrnieueHus KOMMYHHKAIUH B cepe | KOMMYHUKAIIHMA B | chepe JOKYMEHTAI[HOHHOTO
YIpaBJICHUS; JIOKYMEHTAIMOHHOTO chepe JIOKYMEHTAllMOHHOI'O obecrieyeHus
MIPUMEHEHUS obecrnieueHus JOKYMEHTAIlMOHHOTO obecrnieueHus yIpaBIEHUS;
TEXHOJIOTUI YIIPaBJICHHUS; oOecnieueHus YIIpaBJICHUS; NIPUMEHEHUS
JOKYMEHTAI[MOHHOT O MIPUMEHEHUSI TEXHOJIOTHH | YIIpaBJICHHUS; IPUMEHEHUS TEXHOJIOTH
oOecrieueHust JAOKYMCHTAIIMOHHOT' O MIPUMCHCHUSA TEXHOJIOTHH AOKYMCHTAIITUOHHOT'O
YIPaBJICHUA obecrieueHus TEXHOJIOTHI JTOKYMEHTAIIMOHHOTO obecrieueHus
MIEPCOHAIIOM. YIPABICHUS JOKYMEHTAIIMOHHOTO obecrieueHus yIpaBieHUS

MIEPCOHAJIOM. oOecrnieuyeHus yIpaBiIeHUsS MIEPCOHAJIOM.

JlomyckaeT rpyObie YIPABICHUS MIEPCOHAJIOM.

OIIHUOKH. TIEPCOHAJIOM.
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7.3. TunoBbie KOHTPOJIbHbIE 32aHUS UJIH HHbIE MAaTEPHUAJIbI, HEOOXOUMbIe
1JI51 OLleHKH 3HAHMI, YMeHH i, HABBIKOB M (MJIM) ONbITA JeSITeJIbHOCTH,
XapaKkTepu3youIuX dTanbl (JOpMUPOBAHUS KOMIIETEHUMI B Mpoiecce

0CBOEHMsI 00pa30BaTeIbHOI MPOrpaMMbl

7.3.1 Tunosbie BONPOCHI K 3a49€Ty

FOCYI[APCTBEHHLIPI MHCTUTYT DKOHOMUKHU, PUHAHCOB, ITPABA U TEXHOJIOTUA
Kadeapa rocyrapcTBeHHOro 1 MyHHIMIIAJIbHOTO YIIPABJIEHHS
BUJIET K 3AYETY Nel
ITo qucnmmnae «J{oKyMeHTalMOHHOE 00eCIIEYUeHHE YIIPABICHHUS»
2017-2018 yu.roxn

TeopeTnyecKre BOIPOCHI.

1. [IpaBoBoOi, ynpaBIeHUECKUH, NCTOPHUUYECKUI U MH(POPMAITMOHHBIN acTIEKTHI B
OIPECIICHUH JOKYMEHTA.
2. JIOJDKHOCTHAst MHCTPYKIMS KaK OCHOBHOM HOPMATHBHBIN JIOKYMEHT, ONPEAEIISIOIUN

OpraHU3aIIOHHO-TIPABOBOE MOJIOKEHNE PA0OTHHKA.
[IpakTUKO-OPUEHTUPOBAHHOE 3a/IaHUE:
OxapakTtepu3yiite 0011e OCHOBBI J€I0BOM KOPPECTIOHACHIINU.

H.o.3aB. kadenpoii rocy1apcTBEHHOTO

Y MYHULIUIIAJBHOIO YIIPABJICHUS KaHa.monuT.Hayk Skumuayk H.H.
(noonucwv)

FOCYHAPCTBEHHbIﬁ MHCTUTYT D5KOHOMUKHU, PUHAHCOB, ITPABA U TEXHOJIOT U
Kadenpa rocyrapcTBeHHOro 1 MyHHIHNAJLHOTO YIIPABJICHHSA
BUJIET K 3AYETY Ne2
ITo qucnmmirie «JIoKyMeHTalMOHHOE 00eCIEYeHHE YIIPABICHHUS»
2017-2018 yu.rox

TeopeTnueckne BOOPOCHI:
1. B3aumocBs3b NOHIATUN «TOKYMEHT» U «MHGopMalus». Buasl nuHpopmaum.
2. MHcTpykuus no JOKYMEHTAIMOHHOMY 00€CHEeUeHUI0 YIpaBIeHus (J1e0NpOU3BOJICTBY) -
OCHOBHOI HOPMAaTHUBHBIN aKT 110 PErJIaMEeHTalluu OpraHu3anuu u texHosoruu J[0OVY.
ITpakTHKO-OPUEHTUPOBAHHOE 3aJaHKE:
[TpuBenuTe MIIOCHI U MUHYCBI AJIEKTPOHHOTO JOKYMEHTO000pOTA.

N.0.3aB. kKadeapoit rocyaapCTBEHHOTO

¥ MYHHMIIMIIAQTBHOTO YIPaBJICHUS KaH/.1monuT.Hayk Sxumuyk H.H.
(noonucw)

I'OCYJAPCTBEHHBIM MHCTUTYT SKOHOMUWKU, ®UHAHCOB, ITPABA Y TEXHOJIOT' MM
Kadeapa rocyrapcTBeHHOro ¥ MyHHMIMIIAJIBHOIO YIIPABJICHUS
BUWJIET K 3AYETY Ne 3
[To nucrmnuinbe «/lokyMeHTalnoHHOe o0ecnedyeHre yIpaBiIeHUs»
2017-2018 yu.ron

TeopeTndeckre BOOPOCHI:
1. Ponp undopmanmu B CONMATBHBIX U SKOHOMHUYECKHUX MPOIECCaX.
2. OpraHu3anuoHHbIC GOPMBI ISITOTPOU3BOICTBA. VX 3aBUCHMOCTD OT CIICHU(PUKA U
OPTraHU3alMOHHOM CTPYKTYPBI YUPEKICHUS.
IIpaKkTHKO-OpPHEHTHPOBAHHOE 3aJaHHE:
KakoBa ponb ciyx0s1 /IOY B 1eATeIbHOCTH OPTaHU3AIIHH.

W.0.3aB. kadenpoit rocy1apcTBEHHOTO

Y MYHUIIMTIAJIBHOTO YIPaBJICHUS KaHa.monuT.HayK Axumuyk H.H.
(noonucw)

13




7.4. MeToauveckne MaTepHAaJibl, ONpeae/sIIoNIue Npoueaypbl OeHUBAHUS
3HAHMI, YMEHHUI1, HABBIKOB WJIHM ONbITA 1eATEJIbHOCTH, XapaKTepU3yolIue
3Tanbl (POPMUPOBAHUSA KOMIIETEHIUI

B T'UD®IIT pnst oueHKM 3HAHWN, YMEHHWM, HABBIKOB W (WJIM) ONBITA
AESITeIbHOCTH UCHOJb3yeTcsl OampHO-peiTuHroBas cuctema. Ilox OamibHO-
PEUTUHTOBOM CHUCTEMOW MOHUMAETCA CUCTEMa KOJIMYECTBEHHOM OLICHKHA KadyeCTBa
oceoeHusa OII BO. Ilpu »TOoM wn3ydaemass [OHUCIUIUIMHA JEJIUTCS HAa PO
CaMOCTOSTENbHBIX, JIOTHYECKHM 3aBEpIICHHBIX  pa3leiaoB (Moaysed)  ais
IPOBEAEHUS 110 HUM KOHTPOJIBHBIX MEPOTIPUSATHUH.

Texymuii KOHTPOJb MPEACTABISIET COOOM MPOBEPKY YCBOEHUSI Yy4€OHOTO
Marepuajia  TEOPETUYECKOr0 M MPAKTUYECKOrO  XapakTepa, PEryJsipHO
OCYILECTBIISIEMYIO Ha NPOTSDKEHUM cemecTpa. K IOCTOMHCTBaM JaHHOTO THUNA
OTHOCHUTCSI €ro CHCTEMAaTUYHOCTb, HEMOCPEJACTBEHHO KOPPEIUPYIOMIAsics C
TpeOOBaHUEM MOCTOSHHOTO U HEMPEPHIBHOTO MOHUTOPUHIA KayecTBa 00yUYeHUsI, a
TaKxke BO3MOKHOCTb OaJITbHO-PEUTUHT OBOM OIICHKU yCIIeBaEMOCTH
oOyyatromuxcsi. K ocCHOBHBIM popMam TEKyIero KOHTPOJIs (TEKYIIeH aTTecTaiiumn)
MOYKHO OTHECTH YCTHBIM ONPOC, MUCbMEHHBIC 3aJJaHNsI, KOHTPOJbHbIC PAOOTHI.

[IpomexyTouHast aTTecTanus, Kak MPaBUJIO, OCYIIECTBISCTCS B KOHIIE
CEMECTpa U MOJXKET 3aBepllaTh U3y4YeHUE KaK OTIACIbHON MUCIMIUIMHBI, TaK U €€
pasnena (pasnenoB) /Moxyist (Moxyieit). [IpomexyTodyHas arrectanusi MOMOTaeT
OIICHUTH 0OJIee KPYITHbIE COBOKYITHOCTH 3HAHUM M YMEHUH, B HEKOTOPBIX CIIydasix
— gaxe (QOpMUPOBAHUE OINPEICICHHBIX MPODHEeCCUOHATBHBIX KOMITETEHIIUM.
JlocTOMHCTBA: TOMOTAeT OIEHUTh OOJiee KPYMHBbIE COBOKYIMHOCTH 3HAHUW U
YMEHUH, B HEKOTOPBIX CiIy4dasx — Jaxe (HOPMUPOBAHHE OMpPEIETECHHBIX
MpoQeCCHOHANIBHBIX KoMMeTeHInil. dopma NPOMEKYTOYHOM aTTecTalud 110
nucuuruiuae "/[oxymenmayuonnoe obecneuenue ynpaeienus'. 3adeT. Texyuui
KOHTPOJIb W TMPOMEKYTOUHAs aTTecTalus TPATULIMOHHO CIy>KaT OCHOBHBIM
CpPeACTBOM oOOecreueHusi B Yy4eOHOM TIpolecce «OOpaTHOW CBS3U» MEXKIY
MpenojiaBaresieM U 00y4yaroluMcs, HEOOXOAUMON ISl CTUMYJIMPOBAaHUS PabOTHI
0oOyYaromuxcsi W COBEPIICHCTBOBAHUS METOAUKH TIPENoJaBaHUsl y4eOHBIX
JUCILIUTLINH.

[To pe3ynbTaTaM MPOMEKYTOUHOW aTTECTAIIMU CTYJCHTY 3aCUUTHIBACTCS
TPYAOEMKOCTh  JUCHMIUIMHBI B 3aY€THBIX  €JUHHULAX,  BBICTABIISIETCS
mubdepeHniipoBaHHas  OIIGHKAa B  NPHUHITOW  By3€  CHUCTeMe  OaJlioB,
XapaKkTepu3yromasi KA4eCTBO OCBOCHHUS CTYyICHTOM 3HAHUM, YMEHUI U HABBIKOB IO
3TOU JUCLUILIAHE.

YPOBHU OCBOEHUA JNCIIUITJIMHBI

MuHUMaIBHBIN OcHoBHOM IIponBUHYTHIN
bannw 55-69 70-84 85-100
Ouyenxa 3a4TCHO
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Onenka «3auyTeHo» (Oonee 55 OamIoB) CTaBUTCA, €CIH OOYyYarOUIHICS
OCBOMJI TPOTPAaMMHBIM MaTepuana BCEX pa3/esioB, 3HAET OTHEIbHBbIC JIeTalu,
MoCJeIOBaTeIeH B HWBJIOKEHUM  IPOrpaMMHOrO  MaTepuayia,  BIAJEeT
HEOOXOJMMBIMU YMEHUSIMU W HaBbIKAMU TIPU  BBIMOJHEHUU MPAKTUYECKUX
3aJIaHUM.

OreHKa «He 3a4TeHOo» (MeHee 55 0ajioB) CTaBUTCS, €CJIM OOyYarOIIUICs
HE 3HaeT OTMAENbHBIX pa3/iejoB MPOrPaMMHOI0 MaTepHuaya, HEeMmocjieq0BaTeICH B
€ro W3J0KEHWW, HE B TIOJHOM Mepe BiIaneeT HEOOXOIWMBIMUA YMCHHSIMHU U
HABBIKAMH NP BBITIOJTHEHUN TTPAKTUYECKHUX 3aTaHUN.

8. [lepeyeHb OCHOBHOI M JONOJTHUTEIHLHOMH YUueOHON JTUTEpaTyphl,

HeoO0X0AUMOIi IJIsl OCBOEHUS JUCIHUNIJIMHBI (MOTYJIS)

a) HOpMATHBHbIE MPABOBbIE AKTHI:

1. Konctutynust Poccuiickoit ®enepanyu ot 12.12.1993r. (mpunsita
BCEHAPOJHBIM rojiocoBanueM 12.12.1993) (c yuérom mnOMpaBOK, BHECEHHBIX
3akoHamu P® o mompaBkax k Konctutymuum P® ot 30.12.2008 N 6-®K3, ot
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-OK3).//
Co6panue 3akonogatenbcTBa PO. - 04.08.2014. - N 31. - ct. 4398.

2. "O6 wunHbpopmanuy, WHOOPMAIMOHHBIX TEXHOJIOTHSX W O 3allUTe
unpopmaruu". denepanbHbii 3akoH oT 27.07.2006 N 149-®3 (pen. or
25.11.2017) (¢ w3m. u pmom., Bctyn. B cuiay c 01.01.2018)// "CobGpanue
3akoHoAaTenbcTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

3. TpynoBoit konekc Poccmiickoit deneparuu ot 30.12.2001 N 197-D3
(B pen. ot 31.12.2017). /I «Cobpanue 3akonomarenscTBa POy». - 07.01.2002. - N 1
(gacts 1). - cT. 3.

4, «O0 apxuBHoM gene B Poccuiickoit ®denepanumn». denepanbHblil
3akoH ot 22.10.2004 N 125-®3 (pea. or 28.12.2017). // «CoOpanue
3akoHomaTenbcTBa POy, 25.10.2004. - N 43. - cT. 4169.

S. «O06 ytBepxkaeHun IlpaBun nenonpousBojCcTBA B (eaepalibHbIX
opraHax HCHOJHUTENbHOU Biactw». I[locranoBnenue IIpaBurensctBa PO ot
15.06.2009 N 477 (pexn. ot 26.04.2016). // «CobOpanue 3akoHOAaTEIbCTBA PDy. -
22.06.2009. - N 25. - ct. 3060.

0) OCHOBHAasl JiUTepaTrypa:

6. beikoBa  T.A. JlokymeHTanimoHHOe  OOecCleYeHUEe  YIpPaBJICHHUS
(menormpou3BoicTBO) : yueO. mocobue / T.A. breikoa, T.B. Kysuemona, JI.B.
Cankuna. — 2-¢ wusa., nepepad. m gpon. — M.: MHOPA-M, 2017.— 304

C. [OnexTpoHHBII pecypc] URL:
http://znanium.com/catalog.php?bookinfo=762591.
1. Kabamos C.FO. Opranmzainus o0mEero u  CHeHHAIbHOTO

JIEIONIPOM3BOICTBA B OpPraHax MECTHOTO CaMOYIIpaBJeHUSA: YUeOHOe mocoowue. -
M.: HUI[ HWuadpa-M, 2013. - 421 c. [Dnekrponnsii pecypc] URL:
http://znanium.com/catalog.php?bookinfo=315556.

B) JIONOJIHUTEJILHAS JINTEpPaTypa:

8. Jlenonpou3BOACTBO: OpraHu3aIsi W BeleHue: ydeOHoe mocobue /
B.U. AanpeeBa. — M.: KuoPyc, 2016. — 294 c. [DOnextponnsiii pecypc] URL:
https://www.book.ru/book/918552.
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http://znanium.com/catalog.php?bookinfo=762591
http://znanium.com/catalog.php?bookinfo=315556
https://www.book.ru/book/918552

Q. JIMCTaHIIMOHHBIN TPYyA. Opranuzanus JJIEKTPOHHOTO
JOKYMEHTOO0OpOTa B KaJpOBOM  JIEJIONPOMU3BOJCTBE:  MOHOrpadus  /
C.B. Beperexuna. — Mocksa: Pycaiinc, 2017. — 216 c. [DOnekTpoHHbIN pecypc]
URL: https://www.book.ru/book/926307.

10. JlokyMmeHTallMOHHOE  OOecleueHrue  YOpPaBJICHUS  MEPCOHAJIOM:
VYyebnoe mnocobue/bymar P. E. - M.. HUL[ HUH®PA-M, 2015. - 234 c.
[Dnexrponnsiii pecype] URL: http://znanium.com/catalog.php?bookinfo=488066.

11. TIlamoB W.A., Pesnmk C.JI. JIoKyMEHTaIMOHHOE OOCCIICUCHUE
BHYTPHUBY30BCKOTO MeHekMeHTa: Mororpadus. - M.: HULl MTHDPA-M, 2016. -

110 C. [DJIEKTpOHHBI pecypc] URL:
http://znanium.com/catalog.php?bookinfo=521521.

12.  Pazgopoxusiii A. A. JloxymMeHTHUpOBaHue YIPaBIECHYECKOU
nesTenbHoCTH : yueO. mocodue / A.A. Paznopoxusiii. — M. : UHOPA-M, 2017.
— 304 C. — [DIEeKTPOHHBII pecypc] URL:

http://znanium.com/bookread2.php?book=854774.

9. Ilepeuennb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHMKANIMOHHOM ceTH
«/HTEpHEeT», HEOOXOAUMBIX [IJISI 0CBOCHHS TUCIUILINHBI (MOYJIs)

1. Bcepoccuiickuii HayYHO-UCCIIEI0BATENbCKUM MHCTUTYT JOKYMEHTOBEICHUS
u apxuBHoro gema (BHUMIAM). [Onextponssiii  pecypc].  URL:
http://www.vniidad.ru

2. I'unpaus ynpaBistomux AOKyMeEHTaren. [DnekTpoHHslid pecypc]. URL:
http://www.gdm.ru.

3. XKypHan mAenonmpow3BOACTBO M JOKYMEHTOOOOPOT Ha MpEANpHUATHH.
[DnexTponnsiii pecypc]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

4. Tapanrt. [DnextponHbiit pecypc]. URL: http://www.garant.ru/.

5. ®enepanbHas apxuBHas ciyx0a Poccum (PocapxuB). [DneKTpOHHBIM
pecypc]. URL: http://www.rusarchives.ru.

6. MudopmanmoHHbIi nopTal. [ DIeKTpOHHBIH pecypc]. URL:
http://www.document.ru.

10. MeToguyeckue yka3zaHusl JJis1 00y4aKOIIMUXCS 110 OCBOEHUIO U CIIUIJINHBI
(MoayJin)

CamocrosiTenbHas MOArOTOBKA 00yYarOIIUXCsl TPOBOJIUTCSA AJI YIITyOlneHUs
Y 3aKpeIuIeHHs] 3HAHWM, MOJYyYEHHBIX Ha JICKIUSAX W APYTUX BUAAX 3aHATUN, JUIS
BBIPAOOTKH HABBIKOB CAMOCTOSITEILHOTO MPUMEHEHUS HOBBIX, JOMOIHUTENIbHBIX
3HAHUH U MOATOTOBKH K MPEJICTOSIIMM YUYEOHBIM 3aHSATUSM, 3a4UETy.

BaxXHBIM  yCIOBMEM  YCHEIIHOIO MW3YYEHHUS JHCLHMIUIMHBI  SIBISIETCS
noceuenue jgekuuil. [lox mocemenueM mnoapasymeBaercss He (popMa MaCCUBHOTO
NPUCYTCTBUS, @ aKTUBHAs paboTa Mo U3y4eHHIo HoBoro marepuaia. [lonroroska k
JIEKIMOHHBIM 3aHSATUSM BKIIIOYAeT B ceOsl aHaJIM3 IpejiaraeMbIX JJis U3y4eHUs
BOIPOCOB, M3yYE€HHWE HOPMATUBHBIX HCTOYHMKOB M Y4YeOHOH U HaydHOMU
JUTEPATYphl IO paccMAaTpUBAEMbIM BOIpocaM JieKuuH. B mponecce nekuuu
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oOy4aroluiicss MOXET 3a/JaBaTh  YTOYHSIOIIME BOMPOCHl,  OCYLIECTBHUTH
B3aMMOCBSI3b HOBOTO Marepuajia C YK€ H3yYEHHBIM, MOATOTOBUTH 0azy Juis
(G (HEKTUBHOTO HMCMHOIB30BAHUS MOJYYEHHBIX 3HAHWM, OOJErdyuTh MOJATOTOBKY K
MPaKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CMOCOOOM (UKCAIMU JEKIIMOHHOTO
MaTepuana SBJISETCS KOHCIEKTUPOBAHME, MPEACTaBisAioNnee COO0M HE TOJBKO
buKcalioo BaXKHEUIIMX MOMEHTOB JICKIMHM, HO M YyKa3aHHWe MPUMEpPOB IS
MOHUMAaHUS TOTO WJIX MHOTO TEOPETUYECKOr0 MaTepuaa.

[Ipy moAroTOBKE K MPAKTUYECKOMY 3aHSATHIO HEOOXOAMMO HCIOJIb30BATh
KOHCIIEKTUPOBAHHBIE MAaTE€pUANbl JICKIUH, YYEOHYI0 U HAYYHYIO JIUTEPATypy.
[TonroroBka OTBETOB MO BBIHOCHMBIM Ha OOCYXKICHHE BOMPOCAM MPAKTUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHE MaTepHalia, HO M €ro aHaJlu3 M
KPUTHYECKYIO OIleHKy.. OOydaromeMmycsi cielyeT BBISIBUTH MAaJOU3YYCHHBIC
aCIEKTHl PacCMAaTPUBAEMBIX BOTIPOCOB, IPOSBUTH MHUITUATHUBY TIPU MOATOTOBKE K
MPAKTUYECKOMY 3aHSATHUIO.

[Ipu moArOTOBKE K MPAKTUYECKUM 3aHATHUSMU M 3a4ETy PEKOMEHIYEeTCs
CUCTEMATU3UPOBATh 3HAaHMS, HM300pakass MX B TaOJMYHOM, TpadUyYECKOM WIH
CXEMaTHUYHOM BHUJIE. ITO MO3BOJIUT YCTAHOBUTH B3aMMOCBSI3b U3y4aeMbIX SIBJICHUH,
YOPOCTUT 3ajady 3allOMUHAHMS MaTepuaia, OOJETYuT MPOIECC MPAKTUYECKOTO
MPUMEHEHUS TTOJIYYCHHBIX 3HAHUU.

3amauelt  TPAKTUYECKUX  3aHATUA  SBJISETCS  BBIpAaOOTKA  yMEHHS
UCIIONB30BaTh TEOPETUYECKUE 3HAHMS, TPOSBUTH HAIUYME TPAKTHUYECKUX
HaBbIKOB. [Ipy  MOATOTOBKE K  MPAKTHYECKOMY  3aHATHIO  CIEAyeT
3a0JIarOBPEMEHHOT0 O0ECTCUUTh HAJIMYMEe HEOOXOAUMO JIS JAHHOTO 3aHATHS
MaTepurasa, CaMOCTOSITEIbHO TIOBTOPUTh PAHEE N3YUCHHBIE TEMBI.

JIis  yCIIeNTHOTO OCBOEHUSI JUCHUIUIMHBI BaKHBIM SIBIISIETCSI  YMEHHE
paboTaTh ¢ TepMHUHAMH W HX ompeneiaeHusMu. (s paOboOTel ¢ TEPMHHOJIOTHEH
(b ()EKTUBHBIM SBJISIETCS] UCIOJIB30BAHUE KaK YYEOHOW M HAY4YHOM JHMTEpaTyphl,
TaK U CJIOBAPEM.

PabGoTa ¢ TepMuHAMH MOKET OCYIIECTBISATHCA Kak B (pOpME COCTaBICHUS
COOCTBEHHBIX TEMAaTUYECKHMX CIIOBAPUKOB Jisi yA00CTBA M CKOPOCTH IIOMCKA
HeoOxomumoro TepMuHa. C  3TOHM IEIBI0O  HEOOXOIMMO KaXKIbId  HOBBIM
BCTPEYAIOIIUIICS TEPMHUH 3allUChIBATh U BO BPEMsI MOJATOTOBKH K CEMUHAPCKUM U
IPAKTUYECKUM 3aHATHUAM YKa3bIBaTh COOTBETCTBYIOLIEE olpenesieHue. B ciaydae
BO3HUKHOBEHHSI CIIO)KHOCTH BbIOOpa OIpeneNieHUs] W3 UMEIoerocss oobeMa B
pamMKax Hay4YHOTO 3HaHHUS HEOOXOIMMO 3a/aBaTh BOMPOCHI TPEMOAABATENIO B
paMKax JIEKIIMOHHBIX U MPAKTUYCCKUX 3aHITHH.

WHTrepakTuBHBIC  (OPMBI  MPOBEJACHUS  3aHATHUA TI0  JUCIHMIUIAHE
«/lokymenmayuonHoe obecneuenue ynpasienusy BKIIOYAIOT B ceOsl ClIeayrOIIHe
BUJIbI 3aHSTHH:

- WHTEPAKTUBHBIE JIEKIMH, MPEANOJararoT HWCIOJIb30BaHUE METO/a
po0aeMHOro u3noxkenus. [Ipu TakoMm moaxojie JEKIUs CTAHOBUTCS MOXOXKEH Ha
JTMAJIoT, TIPETOoJaBaHue UMUTUPYET HCCIE0BATEIbCKUN MPOIecC (BBIIBUTAIOTCS
MEePBOHAYAILHO HECKOJIBKO KITIOUEBBIX MOCTYJIATOB MO TEME JICKIUH, WU3JI0KCHHUE
BBICTPAUBACTCSl 1O MPUHIUIY CaMOCTOSTENIbHOTO aHajiu3a u 0000IeHus
CTyJACHTaMH Y4eOHOTro Marepuaina). ITa METOJUKa IO3BOJISIET 3aMHTEPEeCcOBaTh
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CTYyZ€HTa, BOBJIEUb €ro B Ipouecc o0yueHus. [IpoTuBopeunss HAy4YHOTO MO3HAHHUS
PACKpBIBAIOTCS MOCPEACTBOM TIOCTAHOBKM TMpoOJiemMbl. YueOHasi mpoOjema u
npoOyieMHasi CUTyalusi SIBJISIIOTCS OCHOBHBIMU CTPYKTYPHBIMU KOMIIOHEHTAMH
npobiemHoro o0yuenus. [lepen HauanoM W3ydeHUs: ONpeNEICHHOM TEMbI Kypca
CTaBUTCA TEpel CTyJIEeHTaMU NPOOJIEMHBIA BOMPOC WM JAaeTcs MpoOJeMHOe
3amanue. CTUMYyIUpys paspelieHue MpoOJeMbl, MPEnojaBaTesib CHUMAET
IPOTUBOPEUHS] MEX]TY UMEIOIMMCS €€ MOHUMaHUEM U TPeOYEeMbIMU OT CTYIECHTa
3HaHUAMHU. D(DPEKTUBHOCTH TAKOTO METOJAa B TOM, YTO OTICIBHHBIC MPOOJIEMBI
MOTYT MOJHHUMATHCS CaMHMH CTyAeHTamH. [J1aBHBIA ycrnex AaHHOTO METOoAa B
TOM, 4YTO IIPENoJaBareilb JOOMBAaETCA OT ayJIUTOPHUH «CaAMOCTOATEIBLHOTO
pElIeHUs» TMOCTaBIEHHOW TpobiemMbl. Opranuzamus MpoOIIeMHOTro OOydeHus
MPEJICTaBISIETCSl  IOCTAaTOYHO CJIOXKHOM, TpeOyeT 3HAYUTENbHOW TMOATOTOBKH
nexktopa. OJJHaKO Ha HAYaJIbHOM 3Tale MCIOJb30BaHUS 3TOIO0 METOAA €ro MOKHO
BHEJIPSITh B CTPYKTYpPY TOTOBBIX, paHee pa3paOOTaHHBIX JICKIUH, TMPAKTUYECKUX
3aHATHH KaK JIONOJIHEHNUE.

- TpYNNOBBIE JUCKYCCUM, NPUMEHSAIOTCS i OOECHEYeHUs HaBBIKOB
KOMaHJHOM pabOThl U MEXJIMYHOCTHON KOMMYHHUKALUU U TMPEACTABISAIOT cO00it
OLICHOYHOE CpEACTBO, IO3BOJISIONIEE BKIIOUUTh OOy4aroUIMXcs B IPOIECC
OOCYXXJIEHUsI TPEACTAaBICHHOW TEMbl, MNpPOOJIEMbl U OLEHUTh HX YMEHHE
apryMEHTHPOBAaTh COOCTBEHHYIO TOYKYy 3peHus. Kpome Toro, B Xoae 3aHATHIM
MIPOBOJIATCS KPYTJIBIE CTOJIBI 110 33/JaHHBIM TEMATHUKAM.

OuneHouHble M METOJMYECKHE  Marepuaiabl [0  JIUCUUILIMHE
«/loxymenmayuonrnoe obecneuenue ynpasienus» npeacraBieHsl B DOMM.

[Ipy 1OArOTOBKE K MPOMEXKYTOUYHOMY WM HTOTOBOMY TECTUPOBAHHIO
HEOOXOJMMO H3YYUTh TEOPETHUECKHM W NpPaKTHUYECKUH MaTepuai. TecToBble
3aaHus (C IepeYHEeM BO3MOXKHBIX BAPUAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBl
OJIMH OTBET SBJIAETCS HEBEPHBbIM) O00ECHEUMBAIOT CTPYKTYPHOCTb MBIILJICHHUS,
BBIHY)KJIGHHOTO BBIOpaTh W3 MPEJIOKEHHBIX BAapHAHTOB OTBET BCE IMPABUIIBHBIC
BapuaHThl. TecTOBbIE 3aJaHUSl HA YCTAHOBJIEHUS COOTBETCTBHS IOJIPA3yMEBAIOT
HEOOXOJMMOCTh MPOSBIIEHUS HE TOJBKO 3HAHHUA Y4eOHOro Marepuana, HO U
YMEHUS TPUMEHATHh TMpaBuiia (HOPMAIbHOW JIOTUKH. TeCTOBbIE 3a/laHus Ha
YIOPSAIOYEHHUE HAIIPaBJIEHbl HA YCTAHOBIIEHHUE JIOTMYECKON MOCIEA0BATEIILHOCTH
paccMaTpUBaEMbIX SIBJICHHM (BPEMEHH CYIICCTBOBAHUS SBJICHUM, PACIOJIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MIPABOBBIX JTOKYMEHTOB U T.II.).

O (dEeKTUBHBIM CHOCOOOM ISl TOATOTOBKM K TECTUPOBAHUIO SIBIISICTCS
paboTa 00ydJarouierocs Mo PenieH!u0 TeCTOBBIX 3aJlaHUM, MPEJOCTaBICHHBIX IS
CaMOCTOATENbHON padoThl. Takke MpU MOATOTOBKE K Takoil (Gopme KOHTPOJIS
3HAHWH, KaK pellIeHUe TECTOBBIX 3aJaHUM, CIEeAyeT CAMOCTOSTEIbHO MOMbBITATHCS
popadoTaTh paccMaTpUBaEMbIe B AMCIMIUIMHE BOIMPOCHI B (pOpME COCTABICHHUS
TECTOBBIX 33JIaHUMU.

[Ipy moAroToBKke K 3adery cieayeT HMMETb B BHUAY, YTO OH SBJISETCS
UTOTOBOYM (POPMO¥ KOHTPOJISI TT0 M3YyUYCHHUIO JAHHOW y4eOHOW NUCIMIUIMHBI. 3a4eT
MOApa3yMEBAeT  MAKCUMAJIbHYK)  KOHIEHTPAalMKO  3HAHUM W YMEHUH,
MPEANOIAraoMX MOJHOE U3YYEHUE MaTeprala JUCIUILIAHEIL.
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3ader mpoBOoAMTCS B (OpME YCTHOTO COOECENOBAHHS W BBIIOTHEHUS
MUCbMEHHOTO 3a/IaHusl, TUOO TecTa.

Pemenne mnpenomaBaTtenss 00 WUTOrOBOW OLIGHKE MPUHUMAETCS 110
pe3yibTaTaM YCTHOTO OTBETa M BBINOJHEHHOTO MHUCBMEHHOTO (TECTOBOIO)
3aJlaHusl, B 3aBUCUMOCTH OT IIKAJIbI OLIEHKH.

PaboTa ¢ neyaTHBIMU U3JIaHUAMHU ISl 00YUaIOIIErocsi MOXKET ObITh CBsI3aHA
C TPYIHOCTSIMH B 00JacTH JOCTyla K COBPEMEHHOM HAay4dyHOM meyaTHOU
auTeparype. B cBsi3M C pa3BUTHEM HAyYHO-TEXHHYECKOrO MpOrpecca B TaKOU
CUTYalLlMM HAJJIEKUT BOCIOJIB30BATHCS MaTEPHAIAMH, HAXOIAIMMHUCS B OTKPBITOM
nocryne cetu Internet. Takyke HEOOXOOUMO YUWUTHIBATH, YTO MO COCTOSHHUIO Ha
CErOJHSAUIHUI J€Hb MHOTHE CIPABOYHBIE MPABOBBIE CUCTEMBI COJIEPKAT HE TOJIBKO
TEKCT HOPMATHUBHBIX aKTOB, HO M HAay4HbIC CTaTbH IO Pa3JIMYHBIM BOIPOCAM
(manmpumep, CIIC «KoncynbranT [1mtoc»). OTHOBpeMEHHO ClieAyeT 00paTUTh CBOE
BHUMaHUE Ha MyOInyHble OMOIMOTEKH, IPEAOCTABIISIONINE BO3MOKHOCTD JOCTyIa
K 3JIEKTPOHHBIM BEPCHSIM I€YATHBIX UCTOYHUKOB.

B cuny KpaTKOBpEMEHHOCTH U3YyYEHHUS U 3HAYUTEIBHOTO O0ObeMa J1aHHOU
yu4eOHOW AMCLUMIUIMHBI Kadeapa HAaCTOATEIbHO PEKOMEHIYET CHUCTEMAaTHYEeCKH, a
HE 3MU30JUYECKH paboTaTh HaJl U3yUYEHUEM Kypca.

11. ITepevyennb HGPOPMANUOHHBIX TEXHOJIOT U, MPO(eccHOHATBLHBIX 0a3
JAHHBIX, HCIOJIb3YEeMbIX IPU OCYLECTBJICHUH 00pa30BaTeJIbHOIO IpoLecca
10 AMCHUILINHE (MOAYJII0), BKJIKYAs epeYeHb NIPOrPaMMHOI0 o0eceYeHus
U HHGOPMAIMOHHBIX CIIPABOYHbIX CHCTEM

[IporpammHoe obecnieueHue:

Onepanuonnas cucrema (Microsoft Windows Iponpuemapnas);

[MTakeT opucHbix mporpamm (Microsoft Office Professional Iiponpuemapnas);

[IporpamMmMHOe oOecrniedyeHue Ui MPOCMOTPA 3JIEKTPOHHBIX JOKYMEHTOB B
crangapte PDF (Foxit Reader GNU Lesser General Public License);

[IporpamMMHbIe cpeacTBa, oOOecredYUBalOUIMe MPOCMOTP BHJEO(ailioB B
dopmartax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU Lesser
General Public License);

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

Antusupyc (Kacnepckuit Open Space Security Ilponpuemapnas);

[TpodeccronanbHbie 0a3bl TaHHBIX:

Odunmaneueiii caiit denepaibHON CIY)Obl TOCYIAPCTBEHHONM CTATHUCTUKU
[DnexTponnslii pecype]. URL: gks.ru

NudopmanmoHHbie ClIpaBOYHbIE CUCTEMBI:

ABTOMaTHU3MpOBaHHAs  HH(OpManMOHHAs  OuOIMOTEYHas  cUcTeMa
Marc21SQL,;

CnpasouHo-npaBoBas cucrema «Koncynbrant [1mrocy.
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12. MaTepuaibHO-TeXHUYECKas1 0a3a, He0OX0oaMMasi J1JIs1 OCYIIeCTBIEeHHUS
00pa30BaTeJbHOI0 MPOLECCa MO JUCHUIINHE (MOTYJIIO)

HaumMmeHoBaHnue

KoaundecTBoO

1. | Cnenuanu3upoBaHHBIE Ay IUTOPUU:

MexxkadenpanpHas 1ab0opaTopusi COMMATBEHO-IKOHOMHYECKUX
uccienoBanui /YdyeOHast ayJuTOpHs sl TPOBEICHUS 3aHATHI
JICKIIMOHHOTO THIA, 3aHATUNA CEMHHApPCKOTO THIA, KypCOBOTO
MIPOEKTUPOBAHMS (BBINOJHEHUSI KYPCOBBIX padoT), TPYIIIOBBIX
U MHAUBUIYAJIbHBIX KOHCYJIbTAllMM, TEKYLIEro KOHTPOJIS U
IPOMEXYTOUHOM aTTecTauuu / KOMIIBIOTEpPHBIM Kiacc /
MOMEILEHUE JIJIs1 CAMOCTOSITENIbHOM paboThI

No46 (yn. Pommackas, 5)

2. | Texumueckue cpenctsa oGydenus:

DKpaH HaCTEeHHBIN Ne46

poeKkTop Ned6

IIEpCOHAIBHBIN KOMIIbIOTEp Ned6

31

3. ‘ CHGHI/IaHI/I3HpOBaHHBIe AYAUTOPUH:

MexkadenpanbHas 1ad0paTOpusi CEPBUCHBIX M COIMAIIBHBIX
TEeXHOJIOTHM / YueOHasi ayauTOpus JJig MPOBEACHUS 3aHSITHM
JIEKIIMOHHOTO THUTA, 3aHATUNA CEMUHAPCKOTO THUIIA, KypCOBOTO
MPOEKTUPOBAHUSI (BBIMOTHEHUSI KYPCOBBIX padoT), TPYIIOBBIX
U WHIWBHIYAIbHBIX KOHCYJIBTAIMH, TEKYIIETO KOHTPOJSA H
IIPOMEXKYTOUYHOM aTTECTALIUU

No 10a (yn. Pommnckas, 5)

4. | Texumueckne cpescTBa 0GydCHHS:

nocka ayauropHas NelOa

sKkpaH HacTeHHbINH NolOa

npoekTop NelOa

nepcoHanbHbIi KommnboTep NolOa

NN T

20




[TponymepoBano u
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