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1. ITosicHUTEJIBLHAA 3ANMUCKA

Kypc «/[okymenmayuonnoe obecneuenue ynpaseneHusy 3aHUMAET Ba)XKHOE
MECTO P MOATOTOBKE MarucTpoB 1o HampabiieHuto 38.04.04—I'ocynapcTBeHHOE
U MYHUIIUTNAIBHOE YIIPABJICHHE.

AKTYanbHOCTh M3yUEHMs] JUCLUUIUIUHBI «/[oKymenmayuonHoe obecneuenue
ynpaseneHusy OINpeNeNseTcsl 3HAa4MMOCTBIO POJIM JOKYMEHTOB B MHPOBOM
WH()OPMAITMOHHOM TIPOCTPAHCTBE. B COBPEMEHHBIX YCIOBUSAX JISI TOBBIIICHUS
b (peKTUBHOCTH yOpaBieHUS HEOOXOAMMO YACIITh JOCTATOYHOEC BHUMAHUE
COBEPIIIEHCTBOBAHHUIO PAOOTHI ¢ JOKYMEHTaMH, TaK KaK BCSKOE YIPaBIECHYECKOE
pelmieHue  Bcerga — Oasupyercs  Ha  uMHGOpMAalMM, Ha  CIy>KEOHOM
nokymeHTe.Opranuzamnus padoThl ¢ JOKYMEHTaMH BIUSET HA KaueCTBO pabOTHI
anmapaTta yOpaBJieHHsS, OPTaHH3allii0 H KYJIbTYypy Tpyda YIPaBIECHYECKUX
paboTtHUkOB. OT TOro, HACKOJBKO NpO(ECCHOHATBLHO BEAETCS JIOKYMEHTAalUs,
3aBUCHUT YCIIEX YNPaBICHYECKON NEATEILHOCTH B 1IEJIOM.

[lensMrUOCBOEHUS ~ TUCHMIUIMHBI  «/JOKyMeHmayuoHHoe  obecneueHue
ynpaenenusy SABISETCS HW3y4eHHE HEOO0XOJUMOT0 U JOCTaTOYHOTO YPOBHS
TEOPETHUUECKUX 3HAHMM IO JEeJONPOU3BOJCTBY M HABBIKOB WX IMPUMEHEHHUS B
npodeccruoHanbHON AesTENbHOCTH; Pa3BUTUE YMEHUN COCTABIIEHUS TIOKYMEHTOB B
KOHKPETHBIX VYIPABJICHUYECKUX CHUTyalMsiX B 3aBUCUMOCTH OT Ha3HayeHUs,
coJiepKaHus ¥ BUJA TOKYMECHTA.

3amaun JUCHUIUINHEL:

1. M3yuuth mnenu, 3amgaun, (QYHKIHH JEJIOTMPOU3BOJCTBA B COBPEMEHHBIX
OpTaHU3ANMIX, YAPEKICHHIX.

2. CdopmupoBaTh 3HaHHS 00 OTEYECTBEHHOM OIBITE B 00yacTU
JEJIOIPOU3BOICTBA.

3. O3HAaKOMUTBCA C OCOOCHHOCTAMHM COCTaBJIICHHS U  OQOpMIICHUS
pa3NUYHBIX BUJOB JOKYMEHTOB, MPUMEHSEMBIX B OpraHu3alusax
pazuuHbIX GOpPM COOCTBEHHOCTH.

4. W3yuuTh  oOpraHu3aluio  JOKyMEHTOOOOpOTa HAa  COBPEMEHHBIX
OPEeANpUATUSX.

5. M3y4uTh HOPMATUBHO-NIPABOBYIO 0a3y OpraHU3ALMH JIETONPOU3BO/ICTBA,
3aKOHOJIATEJIbHBIE M JPYrM€ HOPMATUBHBIE aKThl (eAepajbHOTO U
PETHOHATIBHOTO YPOBHEMN.

. ChopmupoBaTth 3HaHHS O COBPEMEHHBIX HAIMPABJICHUSIX DPAa3BUTHS U
OyTSIX ~ COBEPIIEHCTBOBAHMS  JOKYMEHTAIIMOHHOTO  OOecredYeHus
yIpaBJICHMUS.

N

2. llepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHs MO IMCUMILINHE,
COOTHECEHHBIX C IVIAHMPYEMBbIMH pe3yJibTaTaMH OCBOECHHS 00pa3oBaTeIbHOM
NpOrpaMMbl

HucuumuiiHa «/[oxymenmayuonnoe obecneueHue ynpaeieHus» y4acTBYET B
(bopMHUPOBAHUU CIAEAYIONIEH KOMIETEHIINH:



HOPMAaTUBHO-IIPAaBOBOM
obecrnieveHus

yIOpaBIECHUS B

0a3bl
cepe

JOKYMEHTAIHOHHOTO
npodeccrnoHaIbHON

JESATeTLHOCTH; TIPaBUJI COCTaBIICHUS, TEXHOJIOTHH 00paboTKH,

HpaBI/IJI JBHXCHUA, XpaHeHI/IH N HCIIOJIB30BAaHUS ynpaBJIeH‘-IGCKI/IX

JOKYMEHTOB;  TEXHOJIOTHH  JTOKYMEHTAIIMOHHOTO  OOCCIICUCHHS

yIOpaBlIeHUs]  TEPCOHATIOM;  OCOOEGHHOCTEW  COCTaBIEHUS U
IIK-1 - B1agenue

obopMmIIeHHUsT ~ CNPaBOYHO-MH(DOPMAIIMOHHBIX W CIPABOYHO-
TCXHOJIOTUAMU “

AHAIINTNYCCKUX I[OKYMCHTOB Ha OCHOBC I/IHq)OpMaLII/IOHHOI/I nu
YHpaBICHHA OubmMorpaguIeckol KyiabTyphbl; BHJIOB OOpaIlieHUN TpaXaaH |
[IEPCOHAIIOM, P YABTYPEL P P

obJajaHueM YMEHUSIMH
1 TOTOBHOCTBIO
dbopMHUpOBaTh KOMaHIBI
JUUIA pCH_ICHI/I}I
MOCTaBJICHHBIX 3a/1a4

TEXHOJIOTUI pabOTHI C HUMH.

YMeHusi: OCYIIECTBIATH JI€JIOBOE  OOIEHHUE; pa3padbaThiBaTh
JOKaJbHBIE  HOPMATHBHbIE  JOKYMEHTBI,  pErJlaMeHTUPYIOIIHNE
YIPaBIECHUYECKYIO JI€ATEIbHOCTh; BECTU JEIOBYIO MEPENUCKY, B TOM
YHCIIe C UCTIOIb30BAaHUEM COBPEMEHHBIX AJIEKTPOHHBIX (hopM oOMeHa
JIeTI0BOM MH(pOPMAITHEH.

HaBpbIku: BeJeHUS JOKYMEHTOOOOpOTa M JENOBOM IEPENUCKU C

rpakJaHaMM Y BHEIIHMMH  OpPraHU3alMsAMH;  IOLIEPIKKHU
AIIEKTPOHHBIX ~KOMMYHMKaMd B cdepe JAOKYMEHTAI[HOHHOTO
obecrieueHus YIIPaBJICHHUS; IIPUMEHEHHUS TEXHOJIOT U

JIOKYMEHTAIMOHHOT'O 00eCrieYeHus yIpaBJICHHs IIEPCOHATIOM.

3. MecTOo JUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMbl

Jlncuuruinaa

MI1.B.J[B.03.01 «/{okymenmayuonmoe obecneuenue

YnpasieHusy SIBIASETCS OUCYUNIUHOU NO 8blOOPY 8APUAMUBHOU YACMUYI€OHOTO
IJlaHa TOJATOTOBKU CTYAEHTOB 1o HampasiieHuto 38.04.04 — I'ocynapcTBEHHOE U
MYHUIIUNATBHOE YIIPaBJICHUE.

Mudp [IpenmecTByromue JlvcuuruiHel [Tocnenyromme
KOMIIETCHIUU JUCIHUATUIAHBI y4eOHOTO TJ1aHa, B JUACILUILUIAHBI
y‘IC6HOFO I[1J1aHa, B KOTOPBIX y‘IC6HOFO I[1J1aHa, B
KOTOPBIX KOMIICTCHIIUA KOTOPBIX
OCBauBacCTC OCBanNBacTCA OCBauBacCTCs
KOMIIECTCHIIUA napaJui€jbHO C KOMIICTCHIIUA
U3y4aeMoun
JTUCHUILITNHOMN
Ananranuyst JIuIL ¢
OTPaHUYCHHBIMU
BO3MOKHOCTSIMHU
[Icuxomorus u
. 3JI0OPOBBS K KH3HH
Ne/IarOrMKa BBICIICH
(3 cem.)
IITKOJTBI
(1 cem.) [Ipon3BoaCTBEHHAS
[IpakTrka 110 MOJIy4EHUIO
K-1 IIpaKTHUKa
podeCCHOHATBHBIX
[ocymapcTBeHHas 1 . (MpenaurIoMHas
YMEHHH U OIbITa
MYHUIUTATBHAS CTyX0a . MIPAKTHKA)
npodecCuoHATBHON
(2 cem.) (4 cem.)
NEeSITEILHOCTH (B TOM
YHCIIe TeAarornuecKas
MpaKkTHUKA)
(3 cem.)




4. O0beM IMCHUTIAHBI (MOAYJIS1) B 3a4€THBIX eIMHUIIAX C YKA3aAHUEM

KOJIMYECTBA AKAJeMHYEeCKUX WIH ACTPOHOMHYECKHX YaCOB, BbI/IeJIEHHbIX Ha
KOHTAKTHYI0 padoTy 00y4a0uXcd ¢ npenojaanaresiemM (Mo BUAaAM Y4eOHbIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa0d0Ty 00y4aK0IUXCH

O6mmas TPYJOEMKOCTh OCBOCHMS yueOHOMI JTUCIUTUTHHBI
«/loxymenmayuonnoe obecneuenue ynpasieHus» COCTABISIET 4  3a4eTHBIE
enMHUIBIIN 144akaneMuyecKnxyaca.

3 Bcero,
Cemectp
CEeMEeCTp | aK.4acos
O6m1as Tpy10€MKOCTh (BCETo aK. yacoB / 3.em) | 144 /4 144 /4
KonTakTHas Jlexuyn 14 14
pabota IIpakTryeckue 3aHsATUS 36 36
CamocTosTenbpHas paboTta 85 85
Bun
IIPOMEKYTOYHOU 0.25 /
aTTeCTaIuH 3aueT 0,25/8,75 é 75
(koHT.pab. / ’
caMocT.pao.)

5. Conepxanue IMCHMILIMHBI (MOAYJIS1), CTPYKTYPHPOBAHHOE 10 TEMaM
(pasaesam) ¢ ykazaHueM OTBEJAECHHOI'0 HA HUX KOJNYEeCTBA aKaAeMHYeCKUX
WIN ACTPOHOMHMYECKHMX YaCOB U BH/IOB YUeOHBIX 3aHATHI

PacnpenesieHue 4acoB yueOHOH padoThI CTY/ICHTOB

TpynoemkocTb

HaumenoBaunue
paszaena TUCIUILIAHbBI
(Tema)

Bcero

JIEKIIUHA

MMPAKTUY.3aHATHA
camocT.pabota

Conepxanue

JIokyMeHT B cucteme
YIIpaBJICHHUSL.

24

[Ipeamer, 3amaun, CTPYKTypa IUCUUILIAHBIL.
JOY Kkak [OesaTelbHOCTh, OXBaThIBAIOIIAS
JOKYMEHTUPOBAHNE M OPTaHHU3AIUI0 PaOOTHI
C TOKyMEHTaMH.
Ornpenenenue MOHSATUI
«TOKYMEHTHUPOBaHHAs
«QIIEKTPOHHBIN
rocyaapCTBEHHBIX
3aKOHO/IATENIbCTBE M JOKYMEHTOBEICHHH.
B3anmoCBA3b  MOHATUH  «IOKYMEHT» U
«uH(popManms». MecTo U polib TOKYMEHTOB
B YIIPABJICHUH HA COBPEMEHHOM JTarle.

«TOKYMEHTY,
uHbopMaIus,
JOKYMEHT» B
CTaHJapTax,




DyHKIIMU TOKYMEHTA.

OcoOeHHOCTH COCTaBICHHUSI U O(GOPMIICHUS
CIPaBOYHO-UH(OPMAIMOHHBIX M CIIPABOYHO-
AHAIUTUYECKUX JOKYMEHTOB Ha OCHOBE
nHpopManmoHHO U Oubmuorpaduueckoi
KYJBTYPbI

OCHOBHBIE TTpaBUJIA
COCTAaBJICHUA U

Opranu3anroHHO-PACTIOPIUTENbHAS

nokyMmeHTanusi. HopmaTuBHO-ipaBoBas 6asza
JOKYMEHTAllMOHHOTO o0ecrnieueHus
yrnpaBineHuss B cdepe mpodeccrnoHaIbHOM
JesATeTLHOCTH. TpeboBaHus K O(GOPMIICHHUIO
JIOKYMEHTOB'" ¢ JaTOil BBEJICHHS B JICHCTBUE

odopmIIeHUS 25 15 | 1 uronsa 2018 roma. IlpaBmma pa3paboTku
yIPaBIECHYECKUX JOKAIBHBIX ~ HOPMATHBHBIX  JIOKYMEHTOB,
JIOKYMEHTOB periaMeHTHPYIOIINX YIIPaBICHYECKYIO
JeATEIbHOCTD.
[Tonsatue «00s13aTeNbHBIN PEKBU3UT
JOKyMeHTa». brnank pokymeHrta. bianku
obmue, 11 nmucem, repOoBEHIE.
OpranuzanyoHHble bopmbl CITY>KOBI
JOKYMEHTAIlMOHHOTO obOecrnieyeHus.
@DakTophl, BAMSIONIME HA WX BBIOOP B
YUPEXKIECHUAX pa3IMyYHBIX ypOBHEM
yIpaBIeHUS. TunoBbie CTPYKTYpBI
JIETIOTIPON3BOICTBEHHON CTyKOb1. [loHsATHE
Opranuzanus paboThl «QJIEKTPOHHBINA CTUIIb paboOTH» opuca. Bumbl
CITYKOBI oOpareHuit TpaxaaH U TEXHOJOTUNA PabOTHI
JIOKYMEHTAallHOHHOTO 27 17 | ¢ wwmmu. IlpaBuna pgenoBoro OOIICHUS,
o0ecrieueHus BEJICHUS JOKYMEHTOOOOpOTa | JIEJIOBOM
yIpaBIeHUS NEPEeNUCKH C TpaXXAaHaMU ¢ BHEIIHHUMH
OpraHHU3aUsIMU.
CoBpeMeHHbIE 3JIEKTPOHHBIE (hOpPMBI 0OMEeHa
JnenoBo  uMHGpoOpManuen.  DIEKTPOHHBIE
KOMMYHUKAITHH B chepe
JOKYMEHTAIlMOHHOTO o0ecrnieueHus
yIpaBICHUS
Opranuzanus JIOKYMEHTO000poTa B
Opranusaws YUPEXKIECHUU. TexHonoruss  00pabOTKU
[1OKyMEHTOOBOpOTa. BXOJALINX, MCXOIAUIMX M  BHYTPEHHHUX
TTOKYMeHTALHOHHOE TOKyMeHTOB. [IpaBuiia MBUKEHUS, XpaHEHUS
06COTICUCHIC 29 19 | n HCTOJIb30BAHUS YIPaBICHYECKUX
JOKYMEHTOB. TexHonorun
YHPaBJIeHHs JTOKYMEHTAIlMOHHOTO o0ecrnieueHus
MIEPCOHAJIOM.
yIpaBIeHUS TIEPCOHAIIOM U OCOOEHHOCTH UX
NPUMEHEHHUS.
Perucrpanus u [lonsTue  «perucrtpamuss  JOKYMEHTOB).
KOHTPOJIb 3HaueHWe perucTpanuyl JIOKYMEHTOB IS
WCIIOTHEHUS yIpaBJIeHUYECKON naesTenbHOCTU. [IpuHIUIbBI
nokymeHToB. [IpaBuma | 30 19 | u mpaBuna perucTpanuu U WHICKCUPOBAHUS

JIBUKCHHUSI, XPaHEHUS
U UCIIOJIb30BaHUs
YIIPABJICHYECKUX

nokyMeHTOB. CoOCTaB pErHCTPUPYEMBIX H
HEPETUCTPUPYEMBIX JOKYMEHTOB.
Peructparmonssie GOpMBI.




JOKYMCHTOB

0,2
3a4eT(koHT.pad. / 5/ ) . .
camocT.pab.) 8,7
5

Wroro 3a 3 cemecTp 144 | 14 | 36 | 85

6. IlepevyeHb y4eOHO-METOAMYECKOTO 00ecTedeHHs VISl CAMOCTOSITEILHOM
padoThHI 00y4aOIIMXCH MO JMCHMILINHE (MOIYJIIO)

CamocrosiTe/ibHasi padoTa CTy/ICeHTOB

No Bunbl camocTosiTenbHOM Tpynoemkoctb, | @opmMa KOHTPOJIS
paboThI aK.4achl
1. | IIpopaboTka TEOPETUIECKOTO

Koncynbranus

MaTepuasa o KOHCIEKTam

. . npenoaaBaTeds,

JEKLIHI, PEKOMEHJOBAaHHOM 40 CTHOE

JTUTEPATypPE, NOMOTHUTETLHBIM Y
cobecenoBanue

MCTOYHUKaM HHGOpMaluu

2. HOI[I‘OTOBKB. K IIPAKTUYCCKHUM

BricTymienue ¢
3aHATHAM: ITIOUCK

g JIOKJTaJIOM,
HEe00X0ouMoM HH(pOpMaITNH,
Mpe3eHTaINsA,
oOpaboTka nHpOpMaInH, 45
OTBETHI HA
HaIMCaHUe JOKIaa,
JTUCKYCCUOHHbBIE
MOJATOTOBKA K BHICTYIUICHHIO
BOIIPOCHI
(muckyccumn)
3. IToaroroska x
8,75 TecTnl

HpOMe}KYTO‘IHOI\/’I aTTeCcTalnu

JIist caMOCTOSITENIbHOM paboOThl MO MUCHUIIINHE (MOAYII0) O0ydaromuecs
UCIIONIB3YIOT CIIEYIONIee yueOHO-METOIUIECKOE O0ecedeHHeE:

1. beikoBa  T.A. JlokymeHTanimoHHOEe  oOeclieueHue  YIpaBJICHUS
(memorpon3BoacTBO) : yueb.mocoome / T.A. breikoa, T.B. Kysuemona, JI.B.
Cankuna. — 2-e usn., mepepad. u pon. — M.: MHOPA-M, 2017.— 304

C. [DneKTpOHHBII pecypc] URL:
http://znanium.com/catalog.php?bookinfo=762591.
2. Kabamos C.HO. Opranmzamus oOmero ©  CHEHUaIbHOTO

JICJIONPOM3BOCTBA B OpraHax MECTHOTO caMOyIlpaBlieHHs: YdyeOHoe mocobue. -
M.. HUI WHWnadpa-M, 2013. - 421 c. [Dnekrponnsii pecypc] URL:
http://znanium.com/catalog.php?bookinfo=315556.

3. ®oHI OIEHOYHBIX M METOJAMYECKUX MATEPUANIOB MO JUCIUILUIMHE
«/loxymenmayuonnoe obecnevuerue ynpasieHus.
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7.D0oH/1 OLIEHOYHBIX U METOAHYECKNUX MATEPUAJIOB I/l IPOBEAeHUS
NPOMeKYTOUYHOI aTTecTauuu 00y4YAKIHUXCS MO JUCIUIINHE

7.1. IlepeyeHb KOMINETEHUMH ¢ YKa3aHHUEM 3TANOB UX(OPMHPOBAHMS B
npouecce 0CBOCHUA 00pa30BaTeIbHOM NMPOrPaAMMBbI

[Tponiecc m3ydeHuss OUCUUIUIMHBL «/JokyMenmayuonnoe obecneuenue
ynpaenenusy»  HampaBieH Ha (OPMHUPOBAHME CIEAYIOUIEM  KOMIETEHLUH,
OTpaXeHHOM B macnopte (GOpMHUPOBAHHS KOMIIETEHIIUH:
[IK-1 - BrmageHWe TEXHOJOTHSIMHU YIOPABICHUS TEPCOHANIOM, OO0JaJaHueM
YMEHHUSIMH M TOTOBHOCTBIO (DOPMHPOBATH KOMAaHABI JJI PEIICHUSI MOCTaBICHHBIX
3a/1a4.

Omanwi qbopMupoeaHu}l KoMnemeHyuu
1 sTam 2 3Tan 3 sTan

4 sran

JlokyMeHTalHOHHOE
obecmeueHue
ynpaBJeHust

(3 cem.)/
Ananranust Uil ¢
OTpaHUYEHHBIMHU
BO3MOXKHOCTSIMU

3JI0POBBS K KU3HU [TpousBoacTBeHHAas
[Icuxonorus n I'ocynapcrBenHnas u
. (3 cem.) NpaKTHUKa
Mearoruka BhICIIEH MYHULIUTIATIbHAsS
[TpaxTHka no (mpenaumiIoMHas
LIKOJIBI ciyxb6a
MIOJIYYEHUIO IIPAKTHKA)
(1 cem.) (2 cem.)
podeCCHOHATBHBIX (4 cem.)
YMEHUU U OIbITA
npogecCuoHAIBHON
NEeSITEIbHOCTH (B TOM
qucle
neaarorndyeckas
MPaKTHUKA)
(3 cem.)




7.2. Onucanue noka3zareJsjieil 1 KpuTepueB OLEHUBAHUS KOMIIETEHIMI HA PA3JIMYHBIX 3Tanax ux ¢GopMupoBaHus,
ONUCaHHUe KA OLeHHBAHUA

Kputepun orieHuBaHUs pe3yabTaToOB 00y4YEeHUS

= =
= =
< I o
5 3 3] [Tnanupyemblie
2 = 5 LA S— O1eHKa HE3aYTEHO O1eHKa 3a4TeHO O1eHKa 3a4TeHO O1eHKa 3a4TeHO
s
= o) = (0-54 6amoB) (55-69 6annon) (70-84 6ainna) (85-100 GamoB)
s 2
3 aran
, 3Hanus: He 3naer: JleMoHCTpHpYyET JemoHcTpHpyeT JemoHcTpHpyeT
HOPMAaTHUBHO-TIPABOBOM | HOPMATHUBHO-IIPABOBOWM | YaCTUYHBIC 3HAHUA O€3 | IOCTATOYHBIC 3HAHUSA B | BBICOKHI YPOBEHb
0a3bl 0a3bl rpyOBIX OIMHUOOK: 06a30BOM 0OBEME: 3HAHWI:

U 1 KPUTECPHUECB OICHUBAHWA KOMIICTCHIUN

v

Onucanue mokKasareie

[K-1

JOKYMEHTAIMOHHOTO
obOecrevyeHus
yImpaBieHus B cepe
npogecCuoHATBHON
JeSTeIbHOCTH; TIPaBUII
COCTAaBJICHMA,
TEXHOJIOTHH
00paboOTKH, IPaBUII
TBUKCHHUSI, XpaHEHUS U
HCIIOIL30BaHUSA
YIPaBIEHYECKIX
JIOKYMEHTOB,;
TEXHOJIOTHH
JTOKYMEHTAITMOHHOTO
obecnecucHUs
yIpaBJICHUS
MEPCOHAIIOM;
0COOCHHOCTEH
COCTaBJICHHS U
oopmIIeHUs
CIIPaBOYHO-

JOKYMEHTAIMOHHOTO
o0ecrnieuyeHus
yImpasieHus B cepe
npogecCuoHATBHON
JeSTeIbHOCTH; TIPaBUI
COCTaBIICHHSI,
TEXHOJIOTUH 00paboTKH,
TIPABUJI IBUKCHUS,
XpaHeHUs U
UCTIOJIH30BAHUS
YIPaBIECHYECKIX
JTOKYMEHTOB;
TEXHOJIOTHI
JOKYMEHTAI[HOHHOTO
obecrieyeHus
yIIpaBJICHUS
MIEPCOHAJIOM;
0COOEHHOCTEM
COCTaBJICHHSI U
oopMIIEHHUS CTIPABOYHO-
MH(OPMAIIMOHHBIX U

HOPMAaTUBHO-IIPABOBOU
0a3bl
JOKYMEHTAIMOHHOTO
obecrieueHus
yImpasieHus B cepe
npogecCuoHATBHON
JeSTeIbHOCTH; TIPABUII
COCTaBJICHMUS,
TEXHOJIOTUH
00paboOTKH, IPaBUII
TBUKCHHUSI, XpaHEHUS U
UCIOJIb30BAHUS
YIpaBIEeHIECKIX
JIOKYMEHTOB;
TEXHOJIOTUH
JOKYMEHTAIlMOHHOTO
obecrniedeHus
yIpaBieHUs
MEPCOHAIIOM;
0COOEHHOCTEH
COCTaBJICHHSI U

- HOPMATHUBHO-
MIPaBOBOI 0a3bI
JOKYMEHTAIMOHHOTO
obecnieueHus
yIpaBieHus B chepe
npodeccuoHaIbHON
JESITEIIbHOCTH; TIPaBUIT
COCTaBIICHMUS,
TEXHOJIOT Uit
00paboTKH, IPaBUI
TBUKCHISI, XPAHCHUS U
HCITOJIb30BaHHMS
yIPaBIECHIECKIX
JIOKYMEHTOB;
TEXHOJIOT Uit
JTIOKYMEHTAITMOHHOTO
obecrnieueHuUs
YIpaBJICHUS
MIEPCOHAIIOM;
ocoOeHHOCTEH
COCTaBJICHMS U

HOPMAaTUBHO-IIPaBOBOMU
6a3bl
JTOKYMEHTAIMOHHOTO
obecrnieueHus
yIpaBiieHus B chepe
npodeccuoHaIbHON
JESTEIIbHOCTH; TIPaBUIT
COCTaBJICHUS,
TEXHOJIOTUH 00paboTKH,
MIPaBUJI ABUKECHMUS,
XpaHEHUs U
UCIIOJIb30BaHUs
yIpaBIECHIECKIX
JIOKYMEHTOB;
TEXHOJIOTHI
JOKYMEHTAIlMOHHOTO
obecrnieveHus
yIpaBIeHUS
MIEPCOHAIIOM;
0CcOOeHHOCTEH
COCTaBIICHUSI U
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WH()OPMAITMOHHBIX U
CIpaBOYHO-
AHATTUTHYECKUX
JOKYMEHTOB Ha OCHOBE
nH(pOpMaITMOHHOHN 1
o6ubnuorpaduyeckon
KYJIbTYpBI; BUIOB
oOpalieHuit Tpakaan u
TEXHOJIOTHI pabOTHI ¢
HUMH.

CTIPaBOYHO-
aHATTUTHYECKUX
JTOKYMEHTOB Ha OCHOBE
MH(POPMALMOHHOM U
oubnmorpaduueckoi
KYJIBTYPBI; BUIOB
oOpareHuit rpaxkaaH u
TEXHOJIOTUH paboTHI C
HHUMU.

JlonmyckaeT rpyosbie
OLIMOKHU.

oopmIIeHUs
CIpaBOYHO-
WH()OPMAITMOHHBIX U
CIpaBOYHO-
AHATTUTHYECKUX
JOKYMEHTOB Ha OCHOBE
nH(pOpMaITMOHHOHN 1
o6ubnuorpaduyeckon
KYJIbTYpBI; BUIOB
oOpalieHuit TpakaaH u
TEXHOJIOTHI pabOTHI ¢
HUMH.

odopmIIeHUS
CIPaBOYHO-
WH()OPMAIIMOHHBIX U
CIPaBOYHO-
AHATUTHYECKUX
JIOKYMEHTOB Ha OCHOBE
HH()OPMAITMOHHON H
o6ubnmorpaduueckon
KYJBTYPBHI; BUIOB
oOpalieHuii Tpaxaad u
TEXHOJIOTHI pabOTHI C
HUMH.

odopmIIeHUS
CIPaBOYHO-
WH()OPMAIIMOHHBIX U
CIPaBOYHO-
AHATUTHYECKUX
JIOKYMEHTOB Ha OCHOBE
HH()OPMAITMOHHOU U
o6ubnmorpaduueckon
KYJBTYPHI; BUIOB
oOpamieHuii Tpaxaad u
TEXHOJIOTHI pabOTHI ¢
HUMH.

Ymenus:

- OCYILIECTBJIATH
JIeJIOBOE OOIIEHHE;
pa3pabaTsiBaTh
JIOKAJIbHBIE
HOPMAaTUBHBIC
JTOKYMEHTHI,
perIaMEHTUPYIOIINE
YIIpaBJICHYECCKYIO
ACATCIIBbHOCTh, BCCTHU
JETIOBYIO TIEPETIHCKY, B
TOM HHUCIJIE C
UCTIOJIh30BAHUEM
COBPEMEHHBIX
AIIEKTPOHHBIX (OpM
oOMeHa J1eToBOr
nH(popMaIueH.

He ymeet nwim
JI€MOHCTPHPYET
YaCTUYHBIC YMEHHUS,
JomycKas rpyObie
OIIUOKH: OCYIIECTBIIATh
IIeJIOBOE OOIIEHNE;
paszpabaThIBaTh
JIOKaJIbHBIE
HOpPMAaTHBHBIC
JOKYMEHTHI,
periIaMeHTHP YOI
YIIpaBJIEHYECKYIO
JESITeTbHOCTD; BECTH
JIETIOBYIO TIEPETHCKY, B
TOM YHCIIE C
HCIOJIb30BaHUEM
COBPEMEHHBIX
AJIEKTPOHHBIX (hopM
oOMeHa IeI0BOH
nHpOopMaImen.

JleMoHCTpUpYyET
YacTUYHbIC YMEHUs 0e3
rpyOBIX OIMHUOOK:
OCYIIECTBISITh AEIIOBOE
0OIIICHHE;
pa3pabatsiBaTh
JIOKaJIbHBIE
HOPMAaTHUBHEIC
JOKYMEHTHI,
perIaMEeHTHPYIOIINE
YIIpaBJICHYECCKYIO
JEeSTENIbHOCTD; BECTH
JETIOBYIO TIEPETIHCKY, B
TOM YHCJIE C
UCTIOJIh30BaHUEM
COBpPEMEHHBIX
AIIEKTPOHHBIX (OpM
oOMeHa JIeToBOr
nH(pOopMaIueH.

JemoHCcTpHpyeT
0a30BbIif ypOBEHb
YMEHHIA:
OCYIIIECTBISITH ACIIOBOE
o011eHue;
pa3pabarhiBaTh
JIOKaJbHBIE
HOPMATUBHBIC
JOKYMEHTHI,
periaMeHTHPYIOIIHE
yIIPaBJICHYECKYIO
JESITEIIbHOCTD; BECTH
JIEITOBYIO TICPETIHCKY, B
TOM YHUCJIE C
UCTIOJIb30BaHUEM
COBpPEMEHHBIX
3JICKTPOHHBIX (HOPM
oOMeHa J1eTToBOM
uHdOopMaImen.

JemoHCcTpHpYyET
BBICOKUI YPOBEHb
YMEHHIA:

- OCYIIECTBIISITh
JIETI0OBOE OOIIEHHE;
pa3pabaThIBaTh
JIOKaJIbHbIE
HOPMATUBHBIC
JIOKYMEHTHI,
periaMeHTHPYIOIIHE
YIPaBICHYECKYIO
JESITEIIbHOCTh; BECTH
JIEJIOBYIO TIEPEIUCKY, B
TOM YHUCJIE C
HCIIOJIb30BaHNEM
COBpPEMEHHBIX
3JICKTPOHHBIX (HOPM
oOMeHa J1eTToBOM
uH(dOopMaImen.
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HaBbiknu:

- BEJICHUS
JTOKYMEHTOO00pOTa 1
JIEJIOBOM MEPEIUCKHU C
rpakJaaHaMu U
BHCIIIHUMU
OpraHHU3alMSIMU;
MOAICPKKH
BJIEKTPOHHBIX
KOMMYHUKalLUW B
chepe
JOKYMEHTAIlMOHHOTO
obOecreyeHus
yIpaBJICHUS;
MPUMEHEHHUS
TEXHOJIOTHH
JOKYMEHTAIlMOHHOTO
obecrnecucHuUs
yIpaBieHUs
MIEPCOHAJIOM.

He Bnaneer nnu
JEMOHCTPUPYET HU3KUI
YpOBEHb BJIa/ICHUA
HaBBIKAMU:

- BeJIeHUs
JIOKYMEHTO0000pOTa U
JIETIOBOM MEPENHUCKHU C
rpaxaaHaMu U
BHEUTHUMU
OpraHU3aIsIMUY;
MOJIIEPIKKH
ANEKTPOHHBIX
KOMMYHUKAIUi B cepe
JOKYMEHTAIMOHHOTO
o0ecrnieuyeHus
YIpaBICHUS;
MPUMEHEHUS TeXHOIOT U
JOKYMEHTAIMOHHOTO
obecrniedeHus
yIpaBlIeHUs
MIEPCOHAIOM.
JlomyckaeTt rpyObie
OIITUOKHU.

JleMoHCTpUpYyET
YaCTUYHBIC BJIaJICHHS
0e3 TpyOBIX OMHUOO0K
HaBBIKAMHU:

- BEJCHHUS
JIOKYMEHTO000poTa H
JIETIOBOM TIEPEMHUCKH C
rpaxaaHaMu 51
BHEIIHUMU
OpraHU3aIsIMUY;
MTOAJICPKKH
ANEKTPOHHBIX
KOMMYHUKaIUN B
chepe
JTOKYMEHTAITMOHHOTO
obecrnecucHuUs
yYIpaBJICHUS;
MIPUMECHCHHUS
TEXHOJIOTHH
JTOKYMEHTAITMOHHOTO
obecrnecucHUs
yIpaBJICHUS
MIEPCOHAIOM.

JemoHCcTpHpYyeT
0a30BbIif ypOBEHb
BJIQJICHUS HABBIKAMM:
- BeJICHUS
JTIOKYMEHTOO000pOTa 1
JIEJI0OBOU IIEPEIUCKH C
rpakJJaHaMH U
BHEILIHUMH
OpraHU3alUsIMU;
MOJICPKKU
3JIEKTPOHHBIX
KOMMYHUKalUl B
chepe
JIOKYMEHTAIMOHHOTO
obecrnieuyeHus
YIPaBJICHUS;
IIPUMEHEHUS
TEXHOJIOTHI
JIOKYMEHTAIMOHHOTO
obecrnieuyeHus
yIpaBICHUS
MIEPCOHAJIOM.

JleMoHCTpHpYeET HA
BBICOKOM yYpOBHE
BJIa/ICHUE HaBBIKAMMU:
- BelIeHUs
JTIOKYMEHTOO000pOTa 1
JIeJI0OBOU IIEPEIUCKH C
rpakaaHaMy U
BHEITHUMU
OpraHHU3alUsIMU;
MOITIEPIKKH
3IEKTPOHHBIX
KOMMYHHKAIUH B cepe
JOKYMEHTAIlMOHHOTO
obecrnieveHus
yIpaBICHUS;
MPUMECHEHUS
TEXHOJIOT U
JTOKYMEHTAIMOHHOTO
obecrnieveHus
yIpaBICHUS
MIEPCOHAJIOM.
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7.3. TunoBble KOHTPOJIbHbIE 3aJaHUS WIH UHbIE MaTepPUaJibl, He00X0IMMbIe
JJI51 OLleHKH 3HAHUI, YMEeHHN i, HABBIKOB U (MJIH) ONBITA AeATeIbHOCTH,
XapakTepu3yIuX 3Tanbl (POPMHUPOBAHUS KOMIIETEHIIHII B Npolecce
OCBOEHNsI 00pa30BaTeIbHOM MPOrpaMMbl

7.3.1 TunoBbie BONPOCHI K 34Ty

FOCVHAPCTBEHHLIfI MHCTUTYT DKOHOMUKHU, ®DUHAHCOB, ITIPABA U TEXHOJIOT YN
Kadenpamenenxxkmenra
BWJIET K 3AYETY Nel
ITo mucimminHe «/loKyMeHTalMOHHOE 00ecIeYeHUE YIIPABICHHUS)
TeopeTnuyecKre BOIPOCHI:

1. [IpaBoBO#, yrpaBIeHYECKHI, HCTOPUICCKUN U WH(OOPMAITMOHHBIA aCTIEKTHI B
OMpCACIICHNU NOKYMCHTA.
2. JIoJKHOCTHAS UHCTPYKIMSA KAK OCHOBHOM HOPMATUBHBIN JOKYMEHT, ONPEAEIISIOIIMI

OpraHU3alMOHHO-IPABOBOE TOJIOKEHNUE PAOOTHHKA.
ITpakTHKO-OPUEHTHUPOBAHHOE 3a/IaHKE:
OxapakTepu3yiTe 001I1e OCHOBBI JIEI0OBOM KOPPECTIOHICHIINH.

3aB.kadeaApoMEeHETKMEHTA K.3.H. tou. Yymakos B.H
(noonucv)
IroCYJAPCTBEHHbBIM MTHCTUTYT KOHOMUKHU, DUHAHCOB, [IPABA 1 TEXHOJIOTUU
Kadenpamenenxxkmenra

BWIET K 3AYETY Ne 2
[To nucrmmiinne «/{okyMeHTalnoHHOe 00ecneueHre YIpaBIeHUs»

Teopernyeckne BONPOCHL:

1. B3auMoCBs3b OHATHH «TOKYMEHT» U «uH(popManus». Bunbr nadopmarum.

2. WHCTpyKUHs 1Mo JOKYMEHTALMOHHOMY O00€CIICUEeHUIO YIpaBIeHHS (AET0NPOU3BOICTRY) -

OCHOBHOW HOPMATUBHBIN aKT MO perjaMeHTalluy OpraHu3anuu u texuonoruu JOVY.

[IpakTHKO-OpUEHTUPOBAHHOE 3aJaHUE:!
[TpuBenuTe TIIIOCHI U MUHYCBI JJIEKTPOHHOTO JOKYMEHTO000pOTa.

3aB.xadeapoitMeHeKMEHTa K.3.H. nou. Yymakos B.H
(noonucwv)
FOCVI[APCTBEHHLIPT MHCTUTYT 5KOHOMUKHU, PUHAHCOB, ITPABA 1 TEXHOJIOTUN
Kadenpamenen:xkmenrta

BUWJIET K3AYETY Ne 3
o mucuummze «JIOKYMEHTAIIMOHHOE 00ecTieYeHre YIPaBICHUS

Teopernueckne BOPOCHI:

1. Ponb uHpOpMaIuu B COIUANTBHBIX U SKOHOMHYECKUX MPOIIECCaX.

2. OpranuzanuoHHbie (OPMBI ACTOMPOU3BOACTBA. MIX 3aBUCUMOCTD OT CIIeM(UKU U

OPraHU3alMOHHON CTPYKTYPBI YUPEKICHHUS.

[TpakTHKO-OPUEHTUPOBAHHOE 3aJaHUE:
KakoBa poib ciyx661 JIOY B nesTeIbHOCTH OpraHU3aliy.

3aB.kadeapoiiMeHeIIKMEHTA K.3.H. gou. Yymakos B.H
(noonucw)

7.4. MeToan4yecKkne MaTepHAaJIbl, ONpee/AolIue MPoueAyPbl OLeHUBAHUS
3HAHUH, YMEHUH, HABBIKOB WJIH ONIBITA 1eATeIbHOCTH, XapaKTepu3yoime
Tanbl (POPMUPOBAHUA KOMIIETCHIMH
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B TUDDIIT ans oueHku 3HAHUN, YMEHUMN, HABBIKOB M (WJIM) OIbITa
JEeSATEIbHOCTH HCIONIb3yeTcsl OaluibHO-peiiTuHrOBast cucrema. Ilox OGamibHO-
PEUTUHTOBOM CHCTEMON MOHUMAETCSl CUCTEMA KOJMYECTBEHHOM OLEHKH KayecTBa
ocoerust OIl BO. Ilpu »sToM wu3yuyaemas AUCHUIUIMHA JACIUTCA Ha Psij
CaMOCTOSITENIbHBIX, JIOTUYECKH 3aBEPIICHHBIX  pa3lesioB  (Monynei) s
IIPOBEICHUSI 10 HUM KOHTPOJIbHBIX MEPOTIPUSITHIA.

Texymuii KOHTPOJIb MPEACTABIsIET COOOM MPOBEPKY YCBOEHHUS YUEOHOTO
MaTepuaga  TEOPETHUYECKOrO0 M MPAKTUYECKOTO  Xapakrepa, peryJspHO
OCYIIECTBIISIEMYIO0 Ha MPOTSHKEHUH cemecTpa. K JocToMHCTBAM AAaHHOTO THUIIA
OTHOCHUTCSI €r0 CHCTEMaTUYHOCTh, HEMOCPEIACTBEHHO KOPPEIUPYIOWIAsCA C
TpeOOBaHUEM MOCTOSIHHOTO U HEMPEPHIBHOTO MOHUTOPUHTA KayecTBa 00ydeHus, a
TAKXKe BO3MOXXHOCTb OaIbHO-PEUTUHTOBOM OLICHKU yCIIEBAEMOCTHU
oOyuaroruxcsi. K oCcHOBHBIM (popmMaM TeKyIero KOHTpoIs (TEKyIIeH aTTeCTaIum)
MOKHO OTHECTH YCTHBIH OIpOC, MMCbMEHHbBIE 3a/1aHUsI, KOHTPOJIbHbIE PAOOTHI.

[IpomexxyTouHast arrecTanus, Kak MPaBHIIO, OCYIIECTBISETCS B KOHIIE
CeMecTpa M MOKET 3aBepllaTh M3YYEHUE KaK OTIEIbHON JUCHUIUIMHBI, TaK U €€
paznena (pasaenoB) /moayns (moayneit). [IlpomexxyTrodHas arrecramus moMoraet
OLICHUTH 00Jiee KPYIHbIE COBOKYITHOCTH 3HAHUM U YMEHUMN, B HEKOTOPBIX CIydasx
— gaxe QOpMUpOBaHUE OMNPEIEICHHBIX NPO(PECCHOHANBHBIX KOMIIETSHIIHM.
JIOCTOMHCTBA: TOMOTaeT OLEHUTh O0oJiee KPYMHbIE COBOKYIMHOCTH 3HAHUU U
YMEHHH, B HEKOTOPBIX Cily4asXx — Jaxke (QOPMHUPOBAHUE OMPEEICHHbBIX
npodecCHoHANbHBIX KOoMIeTeHIud. dopma MNPOMEKYTOUHOM AaTTeCTallud 10
mucrutuinae  "'/Joxymenmayuonnoe obecneuenue ynpaenenus": 3ader.Texyruit
KOHTPOJIb M MPOMEXKYTOYHAsl aTTeCTalMs TPAJAULIHUOHHO CIyXaT OCHOBHBIM
CpeICcTBOM o0ecrieueHusi B y4eOHOM Tmporecce «oOpaTHOM CBS3M» MEXIY
npenojaBaTesieM H 00y4aroImuMcs, HEOOXOAUMON NJIsi CTUMYJIMPOBAHUS PaOOThI
oOy4aronMxcsi M COBEPIICHCTBOBAHMSI METOJIMKM TMPENOJaBaHUs YYEOHBIX
JTUCIUTUIHH.

[To pe3ynbTaTaM NpPOMEKYTOYHOM aTTECTAlMU CTYIEHTY 3aCUUTHIBACTCS
TPYJIOEMKOCTh ~ AUCHUIUIMHBI B 3aU€THBIX  €IUHUIAX,  BBICTABISAETCA
mubdepeHMpoBaHHas ~ OIlEHKa B NPUHATOM  By3e  cuUCTeMe  OaslioB,
XapaKTepU3yrollas KauecTBO OCBOEHUS CTY/IEHTOM 3HAHUM, YMEHUI U HABBIKOB T10
3TOU JUCIUIIJINHE.

YPOBHU OCBOEHUSA JTUCIIUTIJIMHbI

MuHUMaJIbHBIN OCHOBHO# [IpoaBuHyTHIN
bannwi 55-69 70-84 85-100
Ouyenka 3a4TEHO

Onenka «3auTeHo» (Oosiee 55 OamIoB) CTAaBUTCS, €CIM OOYYarOUIUKUCS
OCBOWJI TPOTPAMMHBIA MaTepuans BCEX pasleloB, 3HAET OTICNbHBIC eTalu,
MOCNIEIOBATE]ICH B M3JIOKEHWHM  NPOTPaMMHOTO  MaTepuana,  BIajeeT
HEOOXOAMMBIMA YMEHUSMH ¥ HaBBIKAMU TIPU BBHIMOJHEHUH TPAKTHUECKUX
3a1aHUM.
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OreHka «He3a4TeHo» (MeHee 55 0anoB) CTaBUTCS, €CJIM O0yUYalOLIUICs He
3HAET OTJEIbHBIX Pa3/IeJIOB MPOrPaMMHOI0 MarepHaa, HEeMmoCIe0BaTeNIeH B €ro
U3JI0)KEHUH, HE B MOJHOW Mepe BiiajieeT HEOOXOAUMbIMU YMEHUSIMHU U HaBbIKAMU
IIPU BBIMOJHEHUU PAKTUYECKUX 3aJaHUH.

8. IlepeyeHb OCHOBHOI U IOMOJHUTEILHOM YU4eOHOM JIUTEPATYPbI,

HEe00X0AUMOi JJIS 0CBOCHUS JUCHMILIMHBI (MOYJIs1)

a) HOpMATHBHbIE PABOBbIE AKTHI:

1. Konctutymuss Poccuiickoit ®enepanuu ot 12.12.1993r. (mpunsita
BCEHApOJHbIM ronocoBanueMm 12.12.1993) (¢ yudéroM nONpaBOK, BHECEHHBIX
3akoHamu P® o nompaBkax k Koncturymuu PO ot 30.12.2008 N 6-OK3, ot
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-OK3, ot 21.07.2014 N 11-®K3).//
CoOpanne 3akoHomarensctBa POD. - 04.08.2014. - N 31. - cT. 4398.

2. "O6 unpopmanmu, HHPOPMAIMOHHBIX TEXHOJOTHUSAX W O 3aIIUTe
uHpopmanuu". dDenepanbupiii 3akoH oT 27.07.2006 N 149-®d3 (pea. ot
25.11.2017) (¢ w3m. u gom., Bctyn. B cuiay c¢ 01.01.2018)// "CoGpanue
3akoHoaaTenascTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

3. Tpynosoi koaekc Poccuiickoit deaepanuu ot 30.12.2001 N197-®3
(B pen. ot 31.12.2017). // «Cobpanue 3akoHogateabctBa POy». - 07.01.2002. - NI
(dactsb 1). -cT. 3.

4. «O6 apxuBHOM pnene B Poccuiickoit deneparuny». DenepaibHbIi
3akoH ot 22.10.2004 N 125-®3(pen. ot 28.12.2017). // «Cobpanue
3akoHomaTenscTBa PDy», 25.10.2004. - N 43. - cT. 4169.

5. «O6 ytBepxknaenun I[lpaBun nenompousBoAcTBa B (eaepantbHBIX
OpraHax HCHOJHUTENbHOM Biacth». lloctanosnenue IlpaBurenscrBa PP ot
15.06.2009 N 477 (pen. ot 26.04.2016). // «Cobpanue 3akoHOmaTenbCTBA PDy. -
22.06.2009. - N25. - c1. 3060.

0) OCHOBHAasI JiUTepaTypa:

6. beikoBa  T.A. JlokyMeHTallMOHHOE  OOECIICYCHUE  YIPaBIICHUS
(menompou3BocTBO) : yueb.mocoobue / T.A. beikoa, T.B. Kysuemora, JI.B.
Cankuna. — 2-e u3a., mepepab. m gpon. — M.: MHOPA-M, 2017.— 304

C. [DNeKTpOHHBIN pecypc] URL:
http://znanium.com/catalog.php?bookinfo=762591.
7. Kabamos C.HO. Opranmzamus oOmero ©  CHeuaIbHOTO

JIETIOTIPOU3BOICTBA B OpPTaHax MECTHOTO CaMOYIpaBleHUs: YueOHOe mocoowue. -
M.:. HUL HWudpa-M, 2013. - 421 c. [DOnexrponusiii pecypc] URL:
http://znanium.com/catalog.php?bookinfo=315556.

B) IONOJIHUTEJILHASA JINTEpPaTypa:

8.  Jlemompou3BOACTBO: OpraHW3amys W BelAeHWE: ydeOHoe mocobue /
B.1. AuapeeBa. — M.: KuoPyc, 2016. — 294 c¢. [DOnekrponnsiii pecypc| URL:
https://www.book.ru/book/918552.

9.  JIucTaHIIMOHHBIN TPYA. Opranu3anus AJIEKTPOHHOTO
JOKYMEHTOO0OpOTa B KaJIpOBOM  JICTIOTIPOM3BOJACTBE:  MOHOrpadus  /
C.B. Beperexuna. — Mocksa: Pycaitne, 2017. — 216 c. [DnekTpoHHBIN pecypc]
URL: https://www.book.ru/book/926307.
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10. JloxymeHTanmoHHOE€  OOECIeYeHWe  YNpaBIEHUS  MEPCOHAIOM:
YuebHnoe mnocobue/bymar P. E. - M.: HUI[ MH®DPA-M, 2015. - 234 c.
[DnexTponHsIil pecypc] URL: http://znanium.com/catalog.php?bookinfo=488066.

11. TIlamoB M.A., Pesnux C.JI. JlokymeHTanmoHHOe oOecrieueHue
BHYTPHUBY30BCKOT0 MeHeKMeHTa: MoHorpadus. - M.: HULl UTHDPA-M, 2016. -

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

12.  Pa3pgopoxHsiii A. A. JloxyMeHTHUpOBaHue YIIPaBICHYECKOU
nestenbHOCTH : yueb.mocobue / A.A. Paznopoxusrit. — M. : UHOPA-M, 2017. —
304 C. — [ DJ1eKTpOHHBI pecypc] URL:

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

9. IlepeyeHb pecypcoB HHPOPMAIMOHHO-TEJIEKOMMYHUKALIMOHHOM CeTH
«HTEepHEeT», HEOOXOAMMBIX 1JISI OCBOCHHMS JUCHUILINHBI (MOAYJIs1)

1. Bcepoccuiickuii Hay4YHO-UCCIEI0BATEIbCKUI MHCTUTYT JOKYMEHTOBEICHUS
u apXUBHOTO nena(BHUM A ). [DneKTpOHHBIHN pecypcl]. URL:
http://www.vniidad.ru

2. I'mnpaus ynpaBisironux AOKyMeHTauuen. [DnmektpoHHbid pecypc]. URL:
http://www.gdm.ru.

3. Kypnan pAenonpou3BOACTBO M JOKYMEHTOOOOPOT Ha MNPEANpUATHH.
[DnexTponnsiii pecype]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

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

5. ®enepanbHas apxuBHas ciayx0a Poccum (PocapxuB). [DneKTpoHHBIHA
pecypc]. URL:http://www.rusarchives.ru.

6. UndopmannoHHbii nopTail. [DNIEeKTpOHHBI pecypc].
URL:http://www.document.ru.

10. MeToan4yeckue yKa3aHusl JJsl 00y4AIOIIUXCHA M0 OCBOCHHUIO U CHMILIMHBI
(MoayJin)

CamocrosiTenbHas MOArOTOBKA 00y4arONIMXCsl MPOBOJUTCA AJI YIiIyOneHus
U 3aKperuieHHs] 3HaHWUM, MOJYYEHHBbIX Ha JIGKIUSAX U APYTUX BUAAX 3aHATUH, JJIs
BBIPAOOTKH HABBIKOB CaMOCTOSITEIIBHOTO NMPUMEHEHHSI HOBBIX, JOMOJHUTEIbHBIX
3HAaHUU U TIOJTOTOBKH K MPEICTOSIIUM YYECOHBIM 3aHATHUSIM, 3aUETY.

BaxxHpiM  ycliOBMEM  YCHEIIHOTO M3Y4YEHHUS JIUCHUIUIMHBI  SBIISETCA
noceuienue jekuuil. [lox mocemennem noapasymeBaercs He GopMa MACCUBHOTIO
NPUCYTCTBUS, @ aKTUBHAs paboTa Mo U3y4eHUIo HoBoro marepuana. [lonroroska k
JICKIMOHHBIM 3aHATUSM BKIIIOYAeT B ceOsl aHAJIM3 MpeiaraeMbIX A U3y4EeHHUS
BONIPOCOB, M3yY€HHE HOPMATHMBHBIX HCTOYHMKOB M Yy4eOHOM W Hay4yHOM
JUTEPATYphl IO paccMaTpuBaeMbIM BoOIlpocaMm JieKMU. B mpouecce nexkuuu
oOydJaroniuiicss MOXeT 3aJaBaTh  YTOUHSIONIME  BOIPOCHI,  OCYILECTBUTH
B3aMMOCBSI3b HOBOTO MarTepuaia C YK€ HW3YYEHHBIM, MOATOTOBUTH 0azy Juis
7 (PEeKTUBHOTO HUCIMOJIb30BAHUSI TOJYYCHHBIX 3HAHUM, OOJIETYUTH MOJTOTOBKY K
NPaKTUYECKOMY 3aHITHIO. D(P(DEKTUBHBIM CMOCOOOM (UKCAMKU JEKIUOHHOTO
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MaTepuaja SBISIeTCS KOHCIIEKTUPOBAHME, MPEICTaBIsIONIee COOOM HE TOJBKO
(¢uKcalui0 BaKHEHIIMX MOMEHTOB JIEKIUMH, HO U YKAa3aHUE MPUMEPOB IS
NOHMMAaHHUS TOTO MJIM UHOT'O TEOPETUUECKOI0 MaTepuaa.

IIpy MOAroTOBKE K MPAKTHMUECKOMY 3aHATHIO HEOOXOJUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAaHHbIE MaTepuasbl JEKIUH, Y4eOHYy0 M Hay4dHYIO JIUTEparypy.
[TonroroBka OTBETOB IO BBIHOCUMBIM Ha OOCY’KIEHHE BONPOCAM MPAKTHUUYECKOTO
3aHATHS BKJIIOYAET B c€0s1 HE TOJIBKO MPOYTEHHE MaTepuala, HO U €ro aHajiu3 U
KPUTHYECKYIO OLEeHKy.. OOydaromemycsi cleayeT BbISIBUTh MaJjoOU3ydeHHbIE
aCTeKThl PACCMAaTPUBAEMBIX BOIPOCOB, MPOSBUTh MHUIIMATUBY MPH MOATOTOBKE K
NPAKTHYECKOMY 3aHSTHIO.

[Ipy moOAroTOBKE K MPAKTUYECKUM 3aHATUSMU U 3a4€Ty PEKOMEHAYETCS
CUCTEeMAaTU3UPOBATh 3HAHMS, H300pakas MX B TaOJMYHOM, TIpauueckoM WU
CXEMAaTUYHOM BUJE. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b U3Y4aeMbIX SIBICHUH,
YIOPOCTUT 3aJady 3allOMHHAHMUS Marepuasna, OOJErdyuT IMpoLecC MPAKTUYECKOIO
IPUMEHEHHUS NOJIyYE€HHBIX 3HaHUH.

3ajayell  NPAKTUYECKUX  3aHATUN  sBJIAETCA  BbIPAa0OTKA  yMEHMS
UCIOJIb30BaTh TEOPETUYECKUE 3HAHMSI, NPOSBUTh HAIWYME MPAKTUUECKUX
HaBbIkOB. Ilpu  moAroroBke K  NPaKTUYECKOMY  3aHATHIO  CIEQYET
3a0J7arOBpEMEHHOT0 O0ECHEeUNTh HaJIM4YMe HEOOXOAUMO JUIsl JaHHOTO 3aHATUS
MaTepuaia, CaMOCTOSATENBHO IOBTOPUTh PaHEE U3YUEHHbBIE TEMBI.

JUis  yCHenIHOro OCBOEHHUSI JUCLUMIUIMHBI Ba)KHBIM SBIIETCS YMEHHUE
paboTaTh ¢ TepMUHAMHU U HX omnpeaeneHusMU. g paOoTbl ¢ TEPMUHOJIOTHEN
3¢ (EKTUBHBIM SIBIISIETCS MCIOJB30BaHME KaK y4yeOHOW M Hay4HOH JUTEpaTyphl,
TaK U CIIOBApEM.

Pabota ¢ TepMHHaAMU MOMKET OCYIIECTBISTHCSA KaKk B (pOpME COCTaBICHUS
COOCTBEHHBIX TEMAaTHYECKHX CIIOBAapUKOB MJsi YyAOOCTBA M CKOPOCTH IIOMCKA
HeoOxoaumoro TepmMuHa. C  3TOM  1esbl0  HEOOXOAMMO  KaXKIblii  HOBBIN
BCTPEUAIOLIUIICS TEPMUH 3allMChIBaTh U BO BPEMs IOJATOTOBKUA K CEMHHAPCKUM U
IPAKTUYECKUM 3aHIATHUAM YKa3blBaTh COOTBETCTBYMOIEE omnpezeneHue. B cimyuae
BO3HUKHOBEHUS CJIO)KHOCTH BbIOOpA OIpENENCHUs W3 UMEIOUIerocss oobeMa B
paMKax Hay4yHOIrO 3HaHHUS HEOOXOAMMO 3aJaBaThb BOIPOCHI IPENOAABATENIO B
paMKax JIEKIIMOHHBIX U IPAKTUYECKUX 3aHATUH.

WuTepakTuBHble  (QOpPMBI  MPOBENEHUS  3aHATUH 1O  JAUCLMILIMHE
«doxymenmayuonnoe obecneuenue ynpaeieHus» BKIOYAIOT B ce0sl CleIyrolue
BUJIbI 3aHSTHI:

- HMHTEPAKTUBHBIE JIEKIUH, TMPEANOJaraloT HCIOJIb30BaHUE METOoJa
npo6sieMHOT0 u3J0XkeHus. [Ipyu TakoM MOaXoje JEKIHsl CTAHOBUTCS MOXO0KEH Ha
JIMAJIOT, TMPENoJaBaHue UMUTHUPYET HCCIIEIOBATENbCKUN TMpolecc (BBIABUTAIOTCS
NEPBOHAYAIBHO HECKOJIBKO KJIIOYEBBIX MOCTYJIATOB MO TEME JIEKIUHU, U3JI0KEHUE
BBICTPAUBAETCSl 110 MPUHUUIY CaMOCTOSITEJIbBHOTO aHaiu3a M 0000IeHus
CTYJEHTaMH Y4YeOHOro marepuaia). JTa METOJIMKa I03BOJSET 3aWHTEPECOBATh
CTYJEHTa, BOBJEUYb €ro B npouecc o0yueHus. [IpotuBopeunss HayyHOro MO3HAHUS
PacKpbIBAIOTCSI MOCPEICTBOM IOCTAHOBKM NpoOsieMbl. YueOHas mnpoOiema Hu
npoOJieMHasi CHUTyalMsl SIBJSIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHEHTaMH
npobsieMHoro ooydyenus. [lepen HayamoMm M3ydeHMsI ONPENEICHHOM TEMbI Kypca
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CTaBUTCS TEpel CTyAeHTaMu MNpOOJEMHBIA BOMPOC WM JAETCS MPOOIEeMHOE
3aganue. CTUMynIMpysl pas3peuieHHe MpoOJieMbl, MpenojaBareilb CHHUMAaET
IPOTUBOPEUMSI MEKTY UMEIOIIUMCS €€ IIOHUMaHUEM U TpeOyEeMBbIMU OT CTY/EHTA
3HaHUAMU. D(P(PEKTUBHOCTh TAKOTO METOAA B TOM, YTO OTAEJIbHBIE MPOOIEMbI
MOTYT IOJHUMATbCS CAMHUMH CTyJAE€HTaMmM. ['JIaBHBIM ycmnex AAaHHOIO MeEToja B
TOM, 4YTO I[IpernojaBaTesib J0OMBAEeTCSI OT AYAUTOPUM «CaMOCTOATEIbHOTO
pELIeHUs» MOCTaBJIEHHOW mpobsembl. OpraHuszanus HOpoOJIEMHOTO O00y4eHHUs
MPECTaBIsIeTCs] JOCTATOYHO CIIOKHOM, TpeOyeT 3HAYUTENbHOM MOJATOTOBKU
nexktopa. OJTHaKO Ha HayaJlbHOM 3Talle MUCIOJIb30BAaHUS 3TOT0 METOJIa €r0 MOXKHO
BHEJPSTh B CTPYKTYPY T'OTOBBIX, paHee pa3pabOTaHHBIX JIEKIHH, MPAKTUYECKUX
3aHATUN KaK JIOIIOJHEHUE.

- TpYNIOBBIE JUCKYCCHUU,IIPUMEHSIIOTCS JUIsi 00ecrevYeHHus HaBBIKOB
KOMaHJAHON pabOThl M MEXIMYHOCTHON KOMMYHUKALIMU W TPEICTaBISIIOT COOOM
OLICHOYHOE CpEACTBO, IO3BOJISIOUIEE BKIIOUUTH OOYYaOLUXCd B IPOLECC
OOCYXXIEHUsI TPEACTABICHHOW TEMbl, MpPOOJEMbl U OLEHUTh HX YMEHHE
apryMEeHTHPOBAaTh COOCTBEHHYIO TOUKYy 3peHMs. Kpome Toro, B Xozae 3aHATHUI
IIPOBOJSATCS KPYTJIbIE CTOJIBI 110 33JaHHBIM TEMATUKAM.

OneHouHble M METOAMYECKHE  Marepuaiasl 10 JHACLHUILIMHE
«/loxymenmayuonnoe obecneuenue ynpaesienusy npeactabieHsl B @OMM.

[Ipy DOArOTOBKE K NPOMEKYTOYHOMY WJIH HMTONOBOMY TECTHPOBAHUIO
HEOOXOUMO M3YYUTh TEOPETUYECKUN W NPAKTUYECKUH Marepuas. TecToBble
3aaHus (C mepeyHeM BO3MOXKHBIX BapUAaHTOB OTBETOB, CPEAM KOTOPHIX XOTS Obl
OJIMH OTBET SIBJISIETCA HEBEPHBIM) O00ECIEUYMBAIOT CTPYKTYPHOCTH MBILIUICHUS,
BBIHYKJICHHOTO BBIOpaTh M3 MPEJIOKEHHBIX BapUAHTOB OTBET BCE MPABUIIbHBIC
BApHUAHTBL. TE€CTOBBIE 3aJaHUs HA YCTAHOBIIEHUS COOTBETCTBUS ITOAPA3YMEBAOT
HEOOXOUMOCTh TMPOSIBICHUS HE TOJBKO 3HAHHUS Y4eOHOro Marepuana, HO U
YMEHUs TPUMEHATh MpaBuia (GopMaibHON JOrMKHU. TecToBble 3aJaHus Ha
YHOPSIIOYECHUE HAIIPaBJICHbl HA YCTAHOBJICHHE JIOTUYECKOM IOCIENOBATEIBHOCTH
paccMaTpuBaeMbIX SIBJICHUM (BpPEMEHU CYIIECTBOBAHUS SIBJICHUMN, PaCIIOJIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB IPABOBBIX JOKYMEHTOB U T.I1.).

O} PexTuBHBIM €HOCOOOM AJIi MOATOTOBKM K TECTUPOBAHHUIO SIBIISETCS
paboTta 00y4arolerocs MO PEIIEHUI0 TECTOBBIX 3aJaHUN, MPEJOCTaBICHHBIX JIs
CaMOCTOSITENIbHOM paboThl. Takke mpu MOATOTOBKE K TakoW (opme KOHTPOJs
3HaHUM, KaK PEIIEHUE TECTOBBIX 3aJaHUU, CIECAYET CaAMOCTOATENIBHO NONIBITATHCS
npopaboTaTh paccMaTpuUBaeMble B TUCHUIUIMHE BOMPOCHI B (hOpME COCTaBIICHUS
TECTOBBIX 3a1aHUMH.

[Ipy moaroToBke K 3adery cCIEAyeT HMMETh B BHUAY, YTO OH SBIIIETCSA
UTOTOBOW (POPMOIT KOHTPOJIS MO U3YUCHHUIO JAaHHOW y4yeOHOW NUCUUIUIMHBI. 3a4eT
MOJPa3yMEBAET  MAKCHUMAJbHYK)  KOHIIEHTPAUHMK  3HAHWM W YMCHUM,
[IPEAINOararoluX IOJHOE U3YYCHUE MaTepralla JUCLUILINHEI.

3auer mnpoBoAMTCA B (OPME YCTHOIO COOECEOBAaHUS U BBIIOJHEHUS
NUCbMEHHOIO 33JIaHus, TMOO TECTA.

Pemenue mnpenonaBarenst o0 HWTOrOBOM OLEHKE MPUHUMAETCS 110
pe3ysbTaTaM yYCTHOIO OTBETa M BBIIOJHEHHOTO IHUCBMEHHOTO (TECTOBOIO)
3aJ1aHHUs, B 3aBUCHMOCTH OT IIKAJIbI OLIEHKH.
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Pabota ¢ meyaTHbIMU U3IAHUAMHU AJI1 O0YUAIOLIETOCS MOXKET OBITh CBSI3aHA
C TPYOHOCTAMH B OOJACTH JOCTya K COBPEMEHHOM Hay4yHOM I€YaTHOMN
autepaType. B cBsI3u ¢ pa3BUTHMEM HAy4yHO-TEXHMUYECKOI'O IIporpecca B TaKoOW
CUTYaLlMU Ha/JICXKUT BOCIIOJIb30BATHCA MaTepHUaIaMu, HAXOALIMMUCS B OTKPBITOM
nocryne cetu Internet. Taxke HEOOXOOUMO YUYMTBIBATH, YTO IO COCTOSIHUIO Ha
CETOAHSIIHUN JEHb MHOTHE CIPABOYHBIE IIPABOBBIE CUCTEMBI COJIEPKAT HE TOJBKO
TEKCT HOPMATHUBHBIX aKTOB, HO M Hay4HbIE CTaThbU IO PA3JIMYHBIM BOIPOCAM
(manpumep, CIIC «Koncynbranat [Lmrocy). OqHOBpEMEHHO ClieyeT OOpaTUTh CBOE
BHUMaHUE Ha MyOanuHble OMOIMOTEKH, MPEIOCTABISIONINE BO3MOKHOCTD IOCTYIIA
K AJIEKTPOHHBIM BEPCHSIM MEYATHBIX HCTOYHUKOB.

B cuny KpaTKOBpEMEHHOCTH W3YYEHHS U 3HAUUTEIBHOrO oObeMa JaHHOUN
yueOHOW AMCUMILIUHBI Kadeapa HACTOATEIbHO PEKOMEHIYET CUCTEeMAaTU4YEeCKH, a
HE 3MU30JMYECKH paboTaTh HAJl U3yUYEHHUEM Kypca.

11. Ilepeyenb HHPOPMAUOHHBIX TEXHOJIOT Ui, MPO(ecCHOHANBLHBIX 0a3
JAHHBIX, HCIOJIb3YEeMbIX MPHU OCYIIeCTBIEHUH 00Pa30BaTe/ILHOIO Mpolecca
10 AMCHHUIUIHHE (MOAYJII0), BKJIKYAs NepedeHb NPOrPaAaMMHOI0 o0ecnevyeHust
U HH(OPMAIHOHHBIX CIPABOYHBIX CHCTEM

[IporpammHuoe obecnieyeHue:

Omneparmonnas cuctema (MicrosoftWindowsliponpuemapnas);

[Takeroducusixnporpamm (MicrosoftOfficeProfessionaliiponpuemapnasn);

[IporpamMmHO€00ECTIEUEHUEIATIPOCMOTPASIEKTPOHHBIX JOKYMEHTOBBCTaH/ T
aptePDF (FoxitReaderGNULesserGeneralPublicLicense);

IIporpammubIECpEACTBA,
obecneunBaronuenpocMoTpeuaecodaitnoBBpopmaraxAVl, MPEG -4, DivX,
RMVB, WMV (K-LiteCodecPackGNULesserGeneralPublicLicense);

Web-06payzep (Mozilla Firefox GNU Lesser General Public License);

AntuBupyc (Kacnepckuit OpenSpaceSecurityllponpuemapnasn);

[IpodeccronanbHbie 0a3bl TaHHBIX:

Odurmaneubiii caiit denepanbHON CIy>KObI TOCYT1apCTBEHHONW CTAaTUCTUKHU
[DnexTponnsIit pecypc]. URL:gks.ru

NHupopmainimonHbie cripaBOYHbIE CUCTEMBI:

ABTOMaTH3UpOBaHHAs  HMH(OpMAIMOHHAs  OuOIMOTeYHas  cucTeMa
Marc21SQL;

Cnpasouno-tipaBoBasi cucrema «Koncynbrantllmocy.

12. MaTepuanbHo-TeXHH4YecKkasi 0a3a, He00OXoAMMAas JIS OCYIIeCTBJICHUS
00pa30BaTEIBLHOI0 MPOLECCA MO AUCIHUIINHE (MOIYJIIO)

Ne
HaumeHoBaHue KouaunuecTBo
n/n
1. | Cnenmanm3upoBaHHBIC Ay TUTOPUU:
MexxkadepanbHas 1a00paTOPHsl CONHUATEHO-IKOHOMUYIECKHX | 1
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uccienoBanuii /YueOHas ayquTopus Uil IPOBEACHUS 3aHATUN
JEKIIMOHHOTO THUNA, 3aHATUA CEMHHAPCKOr'0 THUIIA, KYpCOBOTO
POEKTUPOBAHUS (BBIMOJHEHUSI KYPCOBBIX paloT), TPYIIOBBIX
U WHIUBUIYAIbHBIX KOHCYJBTALMM, TEKYIIEro KOHTPOJS U
OPOMEXKYTOYHOM arrectauud / KOMIBIOTEPHbIM Kiacc /
MOMEIICHHE JIJIsl CAMOCTOSATENIbHON padOThI

2. | Texumueckue cpescTa oGydeHns:

JKpaH HACTEHHBIN 1
IIPOEKTOP 1
MEPCOHAIBHBIA KOMITBIOTEP 31
3. ‘ Cneunaan3nupoBaHHbIC ayTUTOPUU:

MexkadenpanbHas 1a00paTOpUsi CEPBUCHBIX M COLIMAJIbHBIX
TEXHOJIOTHM / YueOHas aynutopus Ui MPOBENEHUS 3aHATUN
JEKIMOHHOTO TUNA, 3aHATUA CEMHHAPCKOr'O THIIA, KYpCOBOIO 1
MPOEKTUPOBAHUS (BBIMOJHEHUSI KYPCOBBIX padoT), IPYIMIOBBIX

YW WHJIVMBHUIYalbHBIX KOHCYJIbTAIMi, TEKYIIEr0 KOHTPOJ H
MMPOMEXKYTOUYHOU aTTECTAIUU

4. | Texumueckue cpescTBa 0OydeHNS:

JI0CKa ayJIUTOpHAs 1
HKpaH HACTEHHBIN 1
IPOEKTOP 1
IIEPCOHAJIbHBIN KOMIIBIOTED 4
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