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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
MYHUIIUNIATBHOE  yOpaBieHUE.  AKTyalbHOCTb  HM3YYEHHS  JMCLMIUIAHBI
«/lokymeHTalimoHHOE OOecreyeHne M ACJIONPOU3BOJICTBO B TOCYIAPCTBEHHOM U
MYHULMIATBHOM YIPABICHUW» OMNPEIEISAETCS 3HAYUMOCTBIO POJIU JOKYMEHTOB B
opraHax roCyJapCTBEHHOI'O W MYHULHMIIAJBHOTO YIpaBIE€HHS. B CcOBpeMEHHBIX
YCIOBUSIX HEOOXOTUMO YJIENSITh JOCTaTOYHOE BHHUMAHHE COBEPIICHCTBOBAHUIO
paboThl € JTOKYMEHTaMH, TaK Kak BCAKOE YIPABICEHYECKOE pEUICHUE BCeria
O0asupyeTcs Ha MHPoOpMaIMK, Ha CIIy:kKeOHOM JokyMmeHTe. Opranuzamusi paboThl C
JIOKyMEHTaMU BIIUSET HA Ka4eCTBO paOOThI armapaTa yrnpaBieHUs, OpTaHU3aLHI0 U
KyJIbTypy TpyJAa yOpaBieH4Yeckux paOoTHHUKOB. OT TOro, HacKOJIbKO
npo(eCCUOHATIBHO BEJETCSl JOKYMEHTAalUsl, 3aBUCUT YCHEX YIPaBICHUYECKOU
JEATEIBbHOCTH B LIEJIOM.

Llenpr0 OCBOEHUS AMCHMIUIUHBI «/[oKyMeHmayuornHoe obecneyeHue u
0e10npouU3800CmMaE0 8 20CYOaAPCMEEHHOM U MYHUYUNATLHOM YIPAGIEHUUY SIBISETCS
(dbopMupoBanue y Oyaymux 0akaJaBpoB TEOPETUUECKUX U NPAKTUUECKUX 3HAHUI B
o01acTh JOKYMEHTAIIMOHHOTO OOECHeUeHUsl YIpaBICHUYECKON NeATeNbHOCTH U
JIEJIOMPOU3BOCTBA C MPUMEHEHHUEM MH(POPMALIMOHHBIX TEXHOJIOTHA.

3amaun JUCIUTUINHEL:

1. M3yunts nenu, 3aaaud, (yHKIMH JEJONPOM3BOJCTBA B OpraHax
rOCyAapCTBEHHOTO U MyHULIUIIAJILHOTO YIIPABIEHUS.

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

3. O3HaKOMHUTBCS C OCOOCHHOCTSIMH COCTaBJICHHSI H O(OPMIICHHS
pPa3IMYHBIX BHJIOB JOKYMEHTOB, IPUMEHSAEMBIX B OpPraHax rOCYJapCTBEHHOIO U
MYHHUITUTIATBHOTO YIIpaBJICHUSI.

4, N3yunth OpraHU3aIIo JIOKyMEHTO000pOTAa, 3JIEKTPOHHBIN
JOKYMEHTOOOOPOT U apXMBHOE JI€JI0 B OpraHax TOCYJapCTBEHHOH BIAacTH
Poccuiickoii  @enepanuu, opraHax TOCYJapCTBEHHOM BJIAacTH CyOBEKTOB
Pocculickon ®@enepanuu; opraHax MECTHOIO CaAMOYITPABJIECHUS.

S. N3yuntsb HOPMaTHUBHO-TIPABOBYIO 0azy OpraHH3alun
JIEJIONPOU3BOJCTBA,  3aKOHOAATENIbHbIE W JIpyTM€  HOPMATHUBHBIE  AKThI
(benepaibHOrO U PErMOHANIBHOTO YPOBHEH.

6. CdopmupoBaTh 3HaHHS O COBPEMEHHBIX HAIPaBICHUSAX Pa3BUTUSA U
NyTSIX COBEPIICHCTBOBAHMS JOKYMEHTALMOHHOTO OOECIEUEHUs YINPaBICHUS C
npUMeHEHUuEM U(POBBIX TEXHOJIOTHIA.



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

JuctuuminHa «/[okymenmayuonnoe obecnedeHue u 0e10npou3B00CmMeo 8
20CY0apCmMEEeHHOM U MYHUYUNATbHOM YNpAasieHuuy y4acTByeT B (hOpPMHUPOBAHUU
CIIeAYIONICH KOMITETCHITUH (CISAYIOIINX KOMITETCHIINH):

KoMmnerennuun NuagukaTopsbl JleckpunTopsl
3HaHusn: LEHTPAIU30BaHHOMN u
CMEIIaHHOMN bopm BEJICHUS
JIEJIONPOU3BO/ICTBA;
CUCTEMbI B3aUMOJICHCTBUS B paMKax
BHYTPUBEJOMCTBEHHOTO u
MEXBEIOMCTBEHHOTO  3JIEKTPOHHOTO
JIOKYMEHTO000pOTA; OCHOBHBIX
[IK-4.1. Benet MOHATHI COBPEMEHHOTO
JIEJIONPOU3BOJICTBO, | JI€JIOMPOU3BOJICTBA; HOPMAaTUBHO-
3JIEKTPOHHBIN IIPaBOBOM 0a3bl OpraHu3aun
JIOKYMEHTOOOOpOT U | Jemonpou3BoCTBa B chepe
apXUBHOE JIEJI0 B npoecCuoHaIbHON esITEJIbHOCTH;
[TK-4. Cnocoben Bectu p A pod A ’
oprasax NpaBUJI  COCTaBlieHUS, OOpabOTKH,
JIeNIOTIPOU3BOICTBO U .
rocy/1apCTBEHHOM JIBUKEHMUS, XpaHeHUs "
JOKYMEHTO000pOT B chepe N
BracTu Poccuiickoil | MCIONb30BaHUS JIOKYMEHTOB B
rOCyJapCTBEHHOT'O U
@enepanyu, opraHax | OpraHu3aluy; OpeJHa3HAYeHUs U
MYHHULIMITAJIBHOTO .
ABJICHIS I rocy1apCTBEHHON COCTaBa OpPraHU3alMOHHO-TIPABOBBIX U
ng CCTBISITE 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
CHELUATUCTOB (110
OpraHM3alMsIX Mo KOPPECIIOHICHIIUHY; OCYILIECTBIIATh
KaTeropusiM U TPpyIrnam .
HODKHOCTEH peannzanuy QyHKUIUN U | KOMIUIEKTOBAaHHUE, XpaHEHHE, y4eT U
. MIOJIHOMOYU I HCIIOJIb30BaHNE aApPXUBHBIX
rocy/1apCTBEHHON
. rOCy/IapCTBEHHBIX U | JJOKYMEHTOB; BBbIJIaBaTh apXHUBHBIE
TPaXXTAHCKOU CITYKOBI 1
. MYHHIIHTATEHBIX CIpaBKH, COCTaBJISATh HOMEHKJIATypy
MYHUITUTIATIEHOMN CITY»KOBI) C
OpraHOB Ha OCHOBE | Jen;  pa3pabaTbiBaTh  JIOKAJIbHBIE
UCTIONIb30BaHUEM I (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;
pearh CTaH/IapTHbIE 3a1a4n
npodeccnoHabHON IeATENHPHOCTH B
o0JacTi  JIETONPOU3BOICTBA C
MPUMEHEHUEM UH(POPMALIMOHHO-
KOMMYHHMKAIIUOHHBIX TEXHOJIOTHH.
HaBplkn: mnoucka W aHaiIM3a
HOPMAaTUBHBIX U MIPABOBBIX




JOKYMEHTOB, perIaMeHTHPYIOIINX
JIeTTOTIPOU3BOICTBO 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 CTPYKTYypPe 00pa30BaTeIbHOM MPOTrPaMMbl

«/{okymenmayuonHoe
20CY0apCmMEeHHOM U MYHUYUNATbHOM  YNPAGIEHUU)
obs3amenvHol

OMHOWEHUU

yacmu,
s IIOATOTOBKH

obecneueHue

u 0e10npouU3800CMaE0 8
SIBIIICTCS  OUCYUNTIUHOU

gopmupyemoti
CTYJICHTOB

['ocynapcTBEHHOE M MYHUIUIIAIBHOE YIIPABICHUE.

yuyacmHuxamu
no wHampasieanio 38.03.04 -

06pa30661m€ﬂbelX

JIACIUNJINHBI

IIpenmecrByomue | (MOAYJIH), IPAKTHKH
AUCHUTINHBI y4eOHOro IJjIaHa, B
IMocaenyromue AUCHUIINHBI
(Moaysn), NPaKTHKH KOTOPbIX
HIndp (Moay/u), NPAKTUKH y4eOHOT0
y4eOHOro njiaHa, B KOMIIeTCHIUS
KOMIICTCHIIUH IUIAHA, B KOTOPBIX 0CBaNBaeTCs
KOTOPBIX ocBaMBaercs
KOMIIeTeHIHs
OCBAaHUBACTCH NapajieabHO ¢
KOMIIeTeHIUsl u3y4aeMoi
AUCHHUILIMHOH
I'ocynapcrBennas u
MYHHUIIMIIATIbHAs CITyx0a
(6 cem.)
udposoe rocymapcTBo /
Opranuzanys nperocTaBlIeHUs
rOCy/IapCTBEHHBIX U
JlucuumimHa sSBisieTcs
HEDEOIL B MYHHUIMIIAIBHBIX YCIYT
[1K-4 p - (7 cem.)
dbopmupoBaHUU
IIpon3BoacTBEHHAs MpaKTHKa
KOMIIETEHIIUU
(OpranuzanuoHHo-
yIipaBJieHYeCKasi IPaKTHUKA)
(6 cem.)

IIpon3BOACTBEHHAs IPAKTUKA
(ITpenaunmomMHast IpaKTUKA)
(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

OO0mas TPYI0€MKOCTb OCBOEHHUSA y4eOHOM JTUCIIUILTAHBI
«/loxymenmayuonnoe obecneuerue u 0eionpouU3800CmMe0 8 20CyO0apCmeeHHOM U
MYHUYUNATOHOM  YNPpAGIEeHUUY) COCTaBJIACT 3 3a4Y€THBIC CANHUIIBI N
108akageMUIeCKNXIacoB.

CemecTtp 4 cemecTp Beero,
aK.4acoB
OO01mmas Tpy10eMKOCTh (BCETo aK. 4acoB / 3.€1) 108/3 108
KonrtakTHas padota Jlekmyn 16 16
ITpakTHueckue 3aHATHS 32 32
CamocrositenpHas pabora 51 o1
Bun npomexyroqnoin
arrecTanuu (KOHT.pao. / 3auer 0,25/8,75 9
camocT.pa0.)

5. Coaep:xanue TUCHUIUINHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE M0 TeMaM

(pa3nesiam) ¢ ykazaHueM OTBEJEHHOT0 HA HUX KOJMYeCTBA aKaJeMHYeCKUX
WM ACTPOHOMMYECKHUX YACOB U BU/A0B Y4eOHBIX 3aHATHI

TpynoemMkocTsb
KonTakTHas
abora
o]
HaumenoBanue = S
& [t
aznena E S S,
Ne P ° =| E e Coneprxanue
TUCIIUILINHEI g = = = -
[<2]
(Tema) a = : 3 2
® = )
() = o =
= = o <
% O o
< <
o, =
=
4 cemecTp
IIpenmer, 3a71a4H, CTPYKTypa
JucuUIIMHbL. OnpeaeneHue MmoHsATUM
JloxyMeHT B «IOKYMEHT», «JIOKYMEHTHpPOBAHHAs
CUCTEME uH(pOpMAIUI, «BJEKTPOHHBIN
yIpaBJICHHUS. JIOKYMEHT» B  TOCYIAapCTBEHHBIX
1 Pernamenrarus 13 2 4 6 CTaHJapTax, 3aKOHOJATENbCTBE U
" | IeTONPOU3BOACTBA JIOKYMEHTOBEJICHUH. B3aumMocBs3b
B HOHATUHU «TOKYMEHT Hu
rOCYIapCTBEHHBIX «aHpopManus». MecTto U POib
opraHax JIOKYMEHTOB B  YyIpaBJICHUH HA
COBPEMEHHOM JTare.
3aKoHO/JATENbHbBIE W HOPMATHUBHO-
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METOJHUYCCKHE JOKYMCHTEI,

perIaMeHTHPYIOIINE npaBuia
BEJICHUS JIeJIONPOU3BOICTBA u
JIOKYMEHTO000POTA.
COBDEMOHILLE OO6mue TpeboBaHUS K OPOPMIICHHUIO
N e6p013aH1/1;1 « yIpaBIeHYECKUX JIOKYMEHTOB.
cIc)) crapnemmio . u | 13 CoctaB u o¢opmieHHE PEKBU3UTOB
JnokymeHToB, coriacHo ['OCT 7.0.97-
oopmIeHHIO ’
TOKYMEHTOB 2016. IlonsaTue «OJIaHK» JOKYMEHTA,
™ ' BU/JIbI OJIAHKOB.
OcoBeHHOCTIH Opranu3anuoHHO-PACTIOPSTUTEIbHAS
COCTABNCHIE 1 JIOKyMEHTAIHSI. JIOKyMeHTbI
T — OpraHM3alMOHHbIC (ycras,
o FEEII/IS&I_II/IOHHO MOJIOXKEHHE), JIOKYMEHTBI
P pacnopsuTenbHble (TIOCTaHOBJICHUE
MIPABOBBIX, )
ACTIODSUTHTE B HEI pacmopspkeHue, TpUKa3, YyKa3zaHue,
P P pelieHue). PacniopsinurenbHbie
X |
HH(OPMALIHOHHO- JIOKYMEHTBI, U3/]aBaEMbI€ B YCIOBHSIX
CIDABOUHLLX enuHOHaYams (TIpWKa3, yKa3aHUe,
z[oi CHTOB pacrlopspkeHHe) U KOJUIETHATbHOCTH
ch}g\;womﬁﬂe (petieHue, MTOCTAaHOBJICHHE).
HH(OPMALIHOHHO 13 OcobenHoctu COCTaBJICHUS u
- aBIZ)‘{HBIX oopMiIeHUS HH(pOPMaILMOHHO-
CHIC) Ten CIIPABOYHBIX JOKYMEHTOB (CIpPaBKH,
ATEKT (’)HHHX JNOKJaAHble W OOBSICHHUTEIIbHBIC
p 3aMKCKH, TMPOTOKOJ, aKT, 3aKITIOUECHUE
OMOTMOTEYHBIX
pecypcoB u M 1p.)
KOMIIEIOTEDHELX Hcnons3oBanne  WH(MOPMAIMOHHO-
o aBO‘lHLE)X CIIPABOYHBIX CHCTEM, JJIEKTPOHHBIX
. I;BOBHX S OMOIMOTEYHBIX pecypcoB u
BIZ) SnacT KOMITBIOTEPHBIX CIPaBOYHBIX
MPABOBBIX CUCTEM B obnactu
JIEJIONPOU3BO/ICTBA
JIeJIONPOU3BOJICTBA.
Bunel oOpamenuil TpaxkaaH M UX
XapaKkTepucTUKa. JIMyHBI  Ipuem
rpaxaaH. YCTHbIE W THChbMEHHbBIC
obpamenust rpaxaan. OcoOeHHOCTH
paboTel ¢ OOpalIeHUsIMH Tpa)aaH.
TexHomnorus paboThl ¢ OOpaleHUSIMHU:
JlokyMeHTupoBaH JUYHBIA TpUeM TpaxIaH; TpUeM U
ue  paboTel ¢ 12 perucTparnms oOpareHui;
oOparteHusIMu YBEIOMIICHUE 3asBUTENIS; KOHTPOIb 32
TpaXKIaH. CpPOKaMH UCIIOJTHEHHUS JIOKyMEHTOB;
UH(OPMAITMOHHO-CIIPABOYHAS
paboTa;  XpaHeHHME W  aHAJIMU3
MOCTYMUBUINX OOpaIieHui.
OcHoBHBIE  mpaBWia  pabOTBI  C
MUCEMEHHBIMH oOpareHusIMu
rpax/aH.
CoBpeMeHHOE 12 OO0mrast xapakTEepUCTHKA CIIYKEOHOTO

JACJIOBOC IIHMCBMO.

nucbMa. Buibl ciy>keOHBIX THCEM.

8




[IpaBuna neaoBoro

[IpaBuna odopmiaeHUsT CIy)EOHBIX

o01eHus u MHACEM.
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  O0ecIre4yeHust
®dakTophl, BIUAIOINIME HA X 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. [lonstue
(QIEKTPOHHBIA  CTHJIb  PabOTHI»
oduca.
Texnomorus Opranuzanus JOKYMEHTOOOOpOTa B
00paboTKH yupexaeHuu. TexHomorus o0paboTku
YIIPaBICHICCKIX BXOJISIINX, UCXOJISIINAX u
JIOKYMEHTOB. BHYTPEHHUX JTIOKYMEHTOB.
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 «hopMupoBaHue aeI».
dopmupoBaHUE JIe B OpraHU3aIUsIX
pa3IMYHBIX ypPOBHEH  yIpaBlICHUS.
Opramsats [TpaBuna u(I)OpMI/IpOBaHI/IH pa3IMYHBIX
HOpAIOK KaTeropui TOKyMEHTOB B JIeJa.
[TpuHIHTBI CUCTeMAaTU3AINH
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.
apxuBoxpaHwnunl.  Vcnonb3zoBaHue
JOKYMEHTOB  apxuBa  (apXuBHas
CIpaBKa, apXUBHbIE  KOMUU U
BBITIUCKH).
3auer 9 0,25 8,75
Utoro 108 | 16 | 32 51




6. IlepeueHb y4eOHO-METOAMYECKOT0 O0ecTIeYeHHS IJIsl CAMOCTOSTeILHOM
patdoThI 00yYAOIIMXCH MO JUCHHUIIMHE (MOTYJIIO)

Ne Bunsl camocTosiTensHON paboOThI TpynoemMKocTs, ®opMa KOHTPOJIA
aK.4achl
1. [IpopaboTka TEOpETUUYECKOTO
N Koncynbranus
MaTepHaia 1o KOHCIEKTaM JEeKIIH,
. npernojaBaTels,
PEKOMEHIOBAaHHOM JIUTEpaType, 17 CTHOR
JIOTIOJTHUTEIHHBIM UCTOYHHKAM M
cobecenoBanue
uH(pOopMauu
2. [TonroroBka K MpakTUYECKUM BricTymnenue ¢
3aHATUSAM: TOUCK HEOOXOAMMON JTOKJIaJIOM,
uHpopmanuu, oopadoTka 17 Mpe3eHTaINs,
uH(pOpMalliK, HaMMCAHUE JT0KIIa1a, OTBETHI HA
MOJTOTOBKA K BBICTYIIJICHHIO JMCKYCCHOHHBIE
(Iuckyccum) BOITPOCHI
3. [ToaroroBka K TeKyIieMy KOHTPOJIIO
(TecTMpOBaHWE W/UIIM HATIICAHUE 17 T
pedepata) ecTbl, pedepaTsl
4. IToaroTroBka K MpOMEXyTOYHON YcrHoE
aTTecTaluy (BOIPOCH! K 3a4eTy, 8,75 cobecenoBaHue,
UTOTOBBIN TECT) TECTHPOBaHUE,

JUist caMOCTOATENbHOM padOThl MO JUCHUIUIMHE (MOAYINI0) oOydarouiuecs
UCIIOJIB3YIOT CIIeIyIolIee yueOHO-METOJuYeCKOe 00ecrieYeHHe:

1. bapuan H.H., lokxymeHTalmonHoe obecneueHre rocy1apCTBEHHOro 1
MyHUIMnanbHoro ynpasinenus: yueOnuk / H.H. bapuan, A.B. MouceeB. — M.:
KnoPyc, 2021. — 259 C. [DnexkTpOoHHBIN pecypc].
URL.:https://book.ru/book/942420

2. Hoponuna JI. A. Opranuzanus U TEXHOJIOTHS JOKYMEHTAI[MOHHOTO
oOecrieueHusl yIpaBJICHUs: YYCOHUK W TpakTUKyM Juisi By3oB / JI. A. JloponuHa,
B. C. UputukoBa. — M.: UzmatensctBo FOpaiitT, 2021.— 233 c. [D7AeKTpOHHBIN
pecypc]. URL.: https://urait.ru/bcode/468850.

3. [IyBanoBa H. H. OcHOBBI npemompoun3BojicTBa. SI3BIK CITY)EOHOTO
JOKYMEeHTa: yueOHHK U npakTukyM A By30B / H. H. [llysanosa, A. 1O. Banosa ;
noxa o6melt penaknuern H. H. IllyBanooii. —M.: N3patensctBo FOpaiit, 2021. —
428 c. [Dnexrponnsiii pecype]. URL.: https://urait.ru/bcode/468912

4. @DOHJT OIIEHOYHBIX M METOJUYECKUX MATEpPHAIOB IO JUCIUIUIMHE
«/lokymenmayuonnoe obecneuenue u 0er0NPoOU3BO0CMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATLHOM YRPAGTIEHUUY.
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/.DOH/ OLIEHOYHBIX U METOAMYECKUX MATEPHAJIOB [IJISl IPOBEAEHNS
NMPOMEKYTOUHOM aTTecTAlMU 00yYAKIIMXCS M0 JUCHUILIHHE

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

2. TexHosmorust 00pabOTKH UCXOAAIIUX TOKYMEHTOB.

3. Texnosorust 00pabOTKM BHYTPEHHUX IOKYMEHTOB.

4, Bunpl oOpaleHnii rpask/iad U X XapaKTepUCTHKA.

S. OcobeHHoCTH pabOTHI ¢ OOpAICHUSIMU TPAXK/IAH.

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

7. OpraHu3aluoHHbIE bopMbI CILY>KOBI JOKYMEHTAIIMOHHOTO
obecrnieueHusl.

8. [ToHsiTHE «AIEKTPOHHBIN CTUIIL pabOTH» oduca.

9. Perucrtpanysi JOKyMEHTOB M KOHTPOJIb 32 CPOKaMU MX UCIIOJIHEHHUS.

10. Ilousatue «popmupoBanue aemn». DopmupoBaHue 11 B OpraHU3aIusIx
Pa3JINYHBIX YPOBHEHN yIPABIICHHUS.
11. IIpaBuna popMHpPOBaHUS PA3TUUYHBIX KATETOPUN JOKYMEHTOB B JI€Ta.

IIpyMepHbIe NPAKTUKO-OPUEHTUPOBAHHbIE 32/ IaHUSA

3aganue 1. Ilpencenarens deaepanibHOTO TOCyAapCTBEHHOTO OFOJXKETHOTO
yupexaeHuss Hayku DenepanbHbld MCCIEIOBATENbCKUNA HEHTp '"Kapenbckuii
Hay4yHbl 11eHTp Poccuiickoi akamemuu Hayk" (cokpam. - KapHIl PAH) O.H.
baxmMerl5 Mas Tekymiero roja u3gan M MOJANUCAT PACIOPsDKEHHE 00 y4acTHH B
obmeropojickoM cyo0oTHuKe. OOIIEropoACKol CyOOOTHHUK 10 YOOpKe ropojia Mo
neBu3oM  «JlrobumMoMy TrOpoay —  JIOCTOMHYIO  YHCTOTY»  IPOBOJMIICS
Anmvmunuctpanuei r.llerpo3aBojicka 18 mMast Tekymiero roaa.

CocraBpTe PacnopsixkeHue, B KOTOPOM MPEANKUCHIBACTCS MOAPA3IACICHUSM
KapHII PAH npunsate yuactrue B 00mEropockoM cyoOOTHHUKE HA TPHUIICTAIONTUX
K lleHTpy TeppuTOpUsIX M B MNPOU3BOJACTBEHHBIX MOMeEIICHUsIX. OpraHu3anus
paboThI IO YOOpKE TEPPUTOPUHU BO3JIaraeTcsl Ha HayajJbHUKA aJMUHUCTPATHUBHO-
xo3siictBeHHoro ornena B.II. MapkoBy. HawanpHuky aBtoxozsiiictBa O.B.
Py6GanoBy mnpeamnuchiBaeTCsl BBIACIUTH aBTOTPAHCHOPT JUIsl BBIBO3a Mycopa.
Hcnonnurens pacnopsixenus OkarbeBa C.b.

3aganne 2. B Apmunuctpanuu r. CTaBpomoJigs YCTAaHOBJICH CIEAYIOLINM
MOPSJIOK MEPBUYHON 00pabOTKH IOKYMEHTOB, TPUIIEAIINX M0 MOYTE: COTPYIHUKH
AKCHEAUIMU PACKPBIBAIOT BCE KOHBEPTHI M 3aT€M YHUUTOXkaoT ux. Jlamee Bcs
ToKyMeHTarus (OyxrainTepckasi, puHAHCOBAS U JIP.), IEPEIACTCS CIICIUATUCTY 10
perucTpanuy Uil BKIIOYEHUS WX B PETUCTPAIMOHHBIC (DOPMBI, C yKa3aHHUEM
HAaUMEHOBAHUSI JOKYMEHTA, 3arojoBKa, KOJWUYECTBA JIMCTOB W  HaJU4us
NpWIOKEHUNH K mokymeHTaMm. [loscHuTe, Kakue TpeOOBaHHS K TPOIECCY
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NEPBUYHON 00pabOTKM JOKYMEHTOB B JAaHHOM cCiydae HapymeHbl. Kaxue
HEraTUBHBIE MOCJIEACTBUS ITUX HAPYIIEHUNA MOTYT IIPOSIBUTHCS B Oy Iy1iem?

8. [lepeyeHb OCHOBHOI1, TONMOJTHUTEIbHON Y4eOHOM JIUTEPATYPbI, 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
3akoHamu P® o mompaBkax k Konctutymum P® ot 30.12.2008 N 6-®K3, or
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-®K3, ot
14.03.2020 N 1-®K3). // OdurnuansHblii 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 pen. ot 31.12.2017). // «CoOpanue 3akononatenbctBa POy, - 07.01.2002. - N 1
(uactsp 1). - cT. 3.

3. «O0 wuHbopmany, WHOOPMAIIMOHHBIX TEXHOJIOTHSX U O 3alluTe
undopmaruuy. Denepanbubii 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.

4, «O0 apxuBHOM pnene B Poccuiickoiri ®denepanumny. DenepalibHbIMA
3akoH oT 22.10.2004 N 125-®3 (pen. ot 28.12.2017). // «Cobpanue
3akoHogarenscTBa POy, 25.10.2004. - N 43. - cT. 4169.

S. «O0 ytBepxkaenun llpaBun npenonpousBojcTBa B (eaepalibHbIX
OpraHax HWCHOJIHUTENbHOW Biactw». I[locranoBnenue IlpaBurensctBa P® o1
15.06.2009 N 477 (pen. ot 26.04.2016). // «CoOpanue 3akoHogaTenbcTBAa PDY. -
22.06.2009. - N 25. - ct. 3060.

0) OCHOBHAasI JiUTepaTrypa:

1. bapuan H.H., /lokyMeHTaIrmonHoe obecnedeHrne rocy1apCTBEHHOTO 1
MyHHUITUTIATBHOTO yrpasienus: yueOnuk / H.H. bapuan, A.B. MouceeB. — M.:
KnoPyc, 2021. — 259 C. [ DneKTpOHHBIM pecypc]. URL:
https://book.ru/book/942420

2. Hoponuna JI. A. Opranuzaiuss U TEXHOJIOTHS JOKYMEHTAI[MOHHOTO
oOecrieueHusl ynpaBieHUs: YYEOHUK W TpakTUKyM Juisi By30B / JI. A. JlopoHuHa,
B. C. UputukoBa. — M.: UznarensctBo IOpaiit, 2021. — 233 c. [DneKTpOHHBIN
pecypc]. URL: https://urait.ru/bcode/468850.

3. [llyBanoBa H. H. OcHoBBI Aenonpou3BoAcTBa. f3bIK CIy)KeOHOTO
JIOKyMEHTa: yueOHUK U TipakTuKyM juis By3oB / H. H. [llyBanosa, A. 0. BanoBa ;
nox obmeit penakiueit H. H. IllyBamosoit. — M.: UznatensctBo FOpaiit, 2021. —
428 c. [Dnexrponnsiii pecype]. URL: https://urait.ru/bcode/468912
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B) JIONOJIHUTEJILHAS JINTEpaTypa:

6. Annpeea B.W., [lenonpou3BOACTBO: oOpraHu3alus ¢ BEACHUE:
yaeOHo-npakTudeckoe nocodue / B.M. AumgpeeBa. — M.: KunoPyc, 2020. — 294 c.
[DnexTponnsiit pecype]. URL:https://book.ru/book/934225.

7. Kopnees 1. K. [JokymeHTHpOBaHHE YNPaBIECHYECKON NEATEILHOCTH:
yuebHuk u  npaktukym s By3oB/ M. K. Kopnee, A. B. Ilmenko,
B. A. Mamypues. —M.: WznarensctBo HOpaiit, 2021.— 384 c. [D1eKTpOHHBIN
pecypc]. URL: https://urait.ru/bcode/468837.

8. Ky3nenoB MU. H. JlokyMeHTalMOHHOE OOECIICUCHHE YIIPABJICHUS.
JIOKyMEHTOOOOPOT M JCIONPOM3BOACTBO: YUYCOHHMK U IPAKTUKYM IS BY30B /
. H. Ky3nenoB—M.: HWznmarensctBo IOpaiit, 2021.— 461 c. [D7aeKTpOHHBIN
pecypc].URL: https://urait.ru/bcode/468462.

Q. [ITysanosa H. H. Opranuszanuss U TEXHOJOTUS JOKYMEHTALIMOHHOTO
oOecrieueHus ynpaBieHus : yueOHUK 1 npakTukym i By3oB / H. H. lllyBanosa. —
M.: N3paTenscTBO IOpaiir, 2021. - 265 c. [DneKTpOHHBIN

pecype].URL: https://urait.ru/bcode/469831
r) pecypcnl cetu «AHTEpHET»:
1) anexmponnvle npo@uibHbLE HCYPHATLL

1. Kypnan  "Bompochl TroCyIapCTBEHHOTO W MYHULHMNAIbHOTO
ynpasienus". [Dnekrponnsiii pecypc]. URL: https://vgmu.hse.ru/archive.html

2. Kypnan «/lenonpou3BoICTBO U TJOKYMEHTOOOOPOT HA MPEATIPUITUI.
[Dnextponnsii pecypc]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

3. Kypnan «JlenonpousBoactBo». [Dnektponuslii pecypc]. URL:
https://www.top-personal.ru/officeworks.html

4, Kypnan ¢akynbrera rocyaapcTBeHHOro ympasieHus MIY umenu

M.B. JlomoHOCOBa «l'OoCynapCTBEHHOE yNpAaBIEHUE. OJIEKTPOHHBIA BECTHUK.
[Dnextponnsiii pecypc]. URL: http://e-journal.spa.msu.ru/page_1.html

2) aniexkmponmbie npopuibHble 6azvl OAHHBIX/ CAlMbL

1. Bcepoccuiickuit Hay4YHO-HCCJIE0BATEIIbCKUI AHCTUTYT
JIOKyMeHTOBeaeHus: U apxuBHoro nena (BHUWJAMI). [DnexktpoHHblii pecypc].
URL: http://www.vniidad.ru

2. ['wnbaus yopaBisiOMIMX JTOKYMEHTalMenl. [DIEeKTpOHHBIN pecypc].
URL: http://www.gdm.ru.

3. ®denepanbHas apxuBHas cinyx0a Poccun (PocapxuB). [DIeKTpOHHBIM
pecypc]. URL: http://www.rusarchives.ru.

4, Uudopmanmonnsiii  mopran.  [DnektpoHHsld  pecypc]. URL:
http://www.document.ru.

9. MeToanueckue yKa3aHus s 00y4arOIMXcsl M0 0CBOEHUIO
AMCHUIIMHBI(MOAYJIS1)

CaMocTosTenbHAasE MOATOTOBKA 00YYaIOIINXCs MPOBOIUTCS ISl yTITyOJIeHUs
Y 3aKpEIUICHMs 3HAHWU, MOJYyYECHHBIX HA JIEKUMUAX U APYTMX BUAAX 3aHATHM, I
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BBIPAOOTKM HABBIKOB CaMOCTOSATEIIBHOTO MPUMEHEHUS HOBBIX, JOMOJHUTEIbHBIX
3HAHWM U MOATOTOBKU K MPECTOSIIMM YIYCOHBIM 3aHATHSIM, 3a4ETY.

Baxxabim yCIIOBUEM YCHEIIHOTO U3Y4YCHUS JUCIUTUTUHBI
«/[okymenmayuonnoe obecneuenue u 0er0NPOU3BO0CMBO 8 20CYOAPCMBEHHOM U
MYHUYUNAIbHOM YNpaesieHuuy SIBIsieTcs moceuieHue jeknuil. [loa mocemenunem
nojpazyMeBaetrcsi He (opmMa MacCUBHOTO MPHUCYTCTBUS, a aKTHMBHas paboTa Mo
M3Y4YEHHUIO0 HOBOro Marepuana. [lorotoBka K JEKIIMOHHBIM 3aHSATUSM BKJIIOUYAET B
ce0sl aHanu3 MpelaraéMbIX I U3YYEHHUS BOIPOCOB, M3YYEHUE HOPMATUBHBIX
UCTOYHUKOB U y4eOHOW M HAyYHOU JUTEepaTyphl O pacCMaTPUBAEMbIM BOMPOCAM
nekuud. B mponecce sieknuu OOy4YarOIIMIICS MOMKET 3a/aBaTh YTOYHSIOLIUE
BOIIPOCHI, OCYHIECTBUTH B3aMMOCBS3b HOBOIO MaTepHalla C YK€ H3yYEHHBIM,
NOATOTOBUTH 0azy it 3(P(EKTUBHOTO MCIOJIb30BAHUS TOJYYCHHBIX 3HAHUMH,
OOJIErYnTh MOATOTOBKY K HPAKTUYECKOMY 3aHATHIO. DPQPEKTUBHBIM CHOCOOOM
bukcauu JIEKIIMIOHHOTO Marepuaia ABJISIETCS KOHCIIEKTUPOBAHHE,
IpeCTaBIsItoIIee COO0M HE TOJIBKO (PUKCAIUIO BaKHEHIINX MOMEHTOB JIEKIIMH, HO
M YyKa3aHWE MPHUMEPOB I MNOHUMAHUS TOTO WJIM HMHOTO TEOPETUYECKOTO
Marepuara.

[Ipy moAroTOBKE K MPAaKTUYECKOMY 3aHSATHUIO HEOOXOAMMO HMCIOJIb30BaTh
KOHCIIEKTUPOBAHHbIE MaTepuasbl JICKIMH, y4eOHYI0 M HAy4YHYIO JIUTEpaTypy.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXJAEHHME BOIPOCAM MPAKTHUECKOIO
3aHATHS BKJIIOYAET B ce0s HE TOJIBKO MPOYTEHHE MaTepuasa, HO U €ro aHajiu3 U
KPUTUYECKYIO OLEHKY. OOyuarlmeMmycs CcJeayeT BbISIBUTh MaJOU3yYEHHbIE
aCIeKThl PACCMATPUBAEMBIX BOMPOCOB, MPOSBUTh UHUIIMATUBY MPU MOATOTOBKE K
MPAKTUYECKOMY 3aHATHUIO.

[Ipy mOAroTOBKE K MPAKTUYECKUM 3aHATUSMHU M 3a4ETy PEKOMEHIyeTCs
CUCTEMATU3UPOBATh 3HAHMS, H300paxas MX B TaOJIMYHOM, rpadUyEcKOM WIH
CXEMaTUYHOM BHJI€. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b U3YYaEMBbIX SIBIICHHIA,
YIOPOCTUT 3aJady 3allOMMHAaHUS MaTepuana, OOJEeryuT MPoLecC MPaKTUYECKOTO
MPUMEHEHUS MTOTYYEHHBIX 3HAHUM.

3amaueli  TPAKTUYECKUX  3aHATHA  SBISIETCS  BBIpAOOTKA  yMEHHS
UCIIOJIB30BaTh TEOPETUYECKHE 3HAHUS, MPOSABUTHh HAIWYUE MPAKTUYECKHUX
HaBbIKOB. Ilpm  moAroroBke K  MPAaKTHYECKOMY  3aHATUIO  CIEIYET
3a0JarTOBPEMEHHOTO 00€CIeUnTh HaIM4he HEOOXOAMMO ISl JAHHOTO 3aHATUS
MaTtepuana, CaMOCTOSITEIbHO TOBTOPUTH pPaHEE N3YYEHHbIE TEMBI.

JIJist yCHemHoro OCBOSHUS JUCHUIUINHBL «/JoKyMeHnmayuoHHoe obecneyenue
U 0eronpou300Cmeo 8 20CYOapPCMBEHHOM U MYHUYUNATLHOM YNPAGIEHUU
BAKHBIM SBJISIETCSI YMEHUE paboTaTh C TEPMUHAMHU U MX omnpeAeneHusMu. s
paboThl ¢ TepMuHOIOTHEH (P(HEKTUBHBIM SIBJISICTCS HUCIOJIb30BAaHUE KaK yueOHOU
Y HAy4YHOU JIUTEPaATyphl, TAK U CIIOBApEH.

Pabota ¢ TepMHHaMu MOXKET OCYIIECTBIATHCS Kak B (JOPME COCTaBICHHS
COOCTBEHHBIX TEMATHUYECKHX CJOBAPUKOB [JIsI yIOOCTBA M CKOPOCTH IIOHCKA
HeoOxomumoro TepmuHa. C  3TOW TENBI0 HEOOXOAUMO KAKIBIM  HOBBIM
BCTPEYAOUIUIICA TEPMHUH 3alUCHIBATh U BO BPEMs MOJArOTOBKH K CEMHHAPCKUM U
IPaKTUYECKUM 3aHATUSAM YKa3blBaThb COOTBETCTBYIOLIEE ompeneneHue. B ciydae
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BO3HMKHOBEHUS CIJIO)KHOCTH BbIOOpa OIpenesieHUs] W3 UMEIoUlerocss oobeMa B
paMKax Hay4yHOTO 3HAHHMS HEOOXOJMMO 3aJaBaTh BONPOCHI MpENoAaBaTENO B
paMKax JIEKIMOHHBIX U IPAKTUYECKUX 3aHITUH.

WUurtepaktuBHble  GOPMBI  MPOBEACHUS  3aHATUA 1O  JAMCIMILIUHE
«/lokymenmayuonHoe obecneuenue u 0er0NPOU3B00CMBO 8 20CYOAPCMBEHHOM U
MYHUYUNAIbHOM YNPAsieHUuuy BKII0YAIOT B ce0s1 CIEAYIONINE BUIbI 3aHATHIA:

- WHTEpPAKTUBHBIC JIEKIMHM, TMPEANOJaraloT HCIOJIb30BaHUE METOAA
po0eMHOT0 u3NokeHus. [Ipu TakoMm moaxo/e JEKIHs CTAHOBHUTCS MOXOKEH Ha
JMaJor, MPEenoJaBaHue UMUTUPYET HCCIEHOBATENbCKUN IMpolecC (BBIIBUTAKOTCS
NEPBOHAYAJIBHO HECKOJIBKO KJIIOYEBBIX MOCTYJIATOB MO TE€ME JIEKI[UH, U3JI0KEHHUE
BBICTPAMBAETCS MO0 MPUHUUITY CAMOCTOSITEIBHOTO aHalIM3a M 0000UIeHUsS
CTYJ€HTaMH Y4YeOHOro Marepuana). JTa METOJHMKA I03BOJISIET 3aMHTEPECOBAThH
CTYJIEHTa, BOBJIEYb €ro B Ipolecc o0ydeHus. [IlpotuBopeurss HaydHOrO MO3HAHUSA
PacKpbIBAIOTCSI MOCPEJICTBOM IOCTAHOBKM NpoOJieMbl. YyeOHas mpoOinema u
npoOiemMHasi CUTyalusl SIBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMU KOMIIOHEHTaMH
npobsieMHoro obydenus. [lepen HauanoMm M3ydeHHsI ONPENECICHHON TeMbI Kypca
CTaBUTCSI NEpe] CTyIEHTaMu MpOOJEMHBIH BONPOC WU JAeTCsl MPOOJIIEMHOE
3amanue. CTUMyIUpys paspelieHue MpoOJeMbl, MpenojaBaTesib CHUMAET
MPOTUBOPEYHS MEXITY UMEIOIIUMCS €€ TIOHUMAaHUEM U TPeOyeMbIMU OT CTYJIEHTa
3HaHUSAMU. D(HPEKTUBHOCTH TAKOTO METO/JAa B TOM, UYTO OTJEJIbHBIC MPOOIEMBI
MOTYT MOJHUMATbCS CAMHUMH CTyAe€HTaMmH. ['JlaBHBIA ycrnexX AaHHOTO METoAa B
TOM, YTO TNpenojaBareilb JOOMBAaETCA OT AayJUTOPUH «CAMOCTOSTEIBLHOIO
pelieHus» TOCTaBJIeHHOW TmpoOseMbl. OpraHuzanus MNPoOJIEMHOTO OOy4YeHUs
MPEACTABIACTCS JOCTAaTOYHO CJIOKHOW, TpeOyeT 3HAYUTENbHOW MOJATOTOBKH
nekropa. OqHAaKO Ha HAYAJIBHOM 3Tale MCIOJIB30BAHUSA ATOTO METOAA €r0 MOYKHO
BHEJIPATH B CTPYKTYPY TOTOBBIX, paHee pa3paOOTaHHBIX JIEKIHM, MPaKTUYECKUX
3aHATHH KaK JIOIOJHEHUE.

- aHaIM3 CHUTyalud (KeHC-MEeTON) — TEeXHUKAa OOYyYEHHs, MCIOJIb3YyIOIIas
OMKCAaHHWE peaJbHBIX cuTyaruil. OOydaronuecs JOJKHBI TMPOAHAIU3UPOBATH
CUTYaIMIO, pa300paTbCsi B CYyTH IpOOJIEM, MPEUIOKUTh BO3ZMOXKHBIE PEUICHUS U
BBIOpaTh Jiydliee W3 HHUX. B OCHOBE MeToda KOHKPETHBIX CHUTYalluid JICKUT
ONKCaHUE KOHKPETHOM NPO(EeCCHOHATBLHON MEATENIBHOCTH WM SMOLMOHAIBHO-
MTOBEJCHYECKUX ACIEKTOB B3aMMOJECUCTBUSA JIoAeH. [Ipy M3ydyeHUM KOHKPETHOMU
CUTyalluM, M aHaju3e KOHKPETHOTO TMpuMepa CTYACHT JOJKEH BXKHUTHCS B
KOHKPETHbIE  OOCTOSITEbCTBA, MOHSATh CHUTYallMIO, OLIEHUTh OOCTaHOBKY,
OTNPEIENNTh, €CTh JIU B HEH mpodisieMa U B ueM ee cyTh. OnpeaenuTb CBOIO poib B
pelIeHun MpoOIeMbl U BBIPAOOTATh 11€71eCO00pa3HY IO JTUHUIO TTOBEICHUS.

OueHouHble ¥ METOJIMYECKHE  Marepuaibl 10  JUCUUILIMHE
«/[okymenmayuonnoe obecneuenue u 0er0NpPoOU3BOOCMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATILHOM YApasieHuuy npeactaBieHsl B DOMM.

[Ipy nNOArOTOBKE K MNPOMEKYTOUYHOMY HIM HTOTOBOMY TECTUPOBAHUIO
HEOOXOMMO H3yYUTh TEOPETUYECKU U MpakTU4Yeckuil Mmatepuain. TecTtoBbie
3agaHus (C mepeyHeM BO3MOKHBIX BapUaHTOB OTBETOB, CPEIU KOTOPBIX XOTsI ObI
OJIMH OTBET SIBJISIETCS HEBEPHBIM) OOECHEUMBAIOT CTPYKTYPHOCTHb MBIILICHHUS,
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BBIHYX/ICHHOTO BBIOpaTh U3 MPEAJIOKEHHBIX BAPUAHTOB OTBET BCE MPABHIIbHBIC
BapuaHThl. TecToBble 3aJaHUsl HAa YCTAHOBJICHUSI COOTBETCTBUS MOJIPAa3yMEBAIOT
HEOOXOJMMOCTh TPOSIBJICHUS HE TOJBKO 3HAHUS y4eOHOro marepuaina, HO H
YMEHUSI TPUMEHATHb IMpaBujia (OpMaIbHONW JIOTUKHU. TecTOoBble 3ajaHusl Ha
yIOPSI0YEHUE HaIpaBJICHbl HAa YCTAHOBIICHUE JIOTMYECKOM IMOCIEeI0BATENLHOCTH
paccMaTpuBaeMbIX SIBJICHUI (BPEMEHHM CYLIECTBOBAHUS SIBJICHHH, PaCIONIOXKEHUS
CTPYKTYPHBIX 3JIEMEHTOB IIPABOBBIX TOKYMEHTOB U T.I1.).

OddexkTuBHBIM CcITOCOOOM JIT TOATOTOBKHM K TECTHUPOBAHUIO SIBIISICTCS
paboTa 00ydaromierocsi Mo PEHIeHUI0 TECTOBBIX 3aJaHUM, MPEJOCTaBICHHBIX IS
CaMOCTOSITENIbHOM paboThl. Takke MpU MOATOTOBKE K Takod (opMe KOHTPOJIS
3HAHMM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEIYET CaAMOCTOSTEIbHO MONBITATHCS
npopadboTaTh paccMaTpPUBAaEMbIe B JMCIMILUIMHE BOIPOCHI B (hOPME COCTABIICHUS
TE€CTOBBIX 3aJIAHUM.

IIpy moAroToBKE K 3adeTy cCieAyeT HMMEThb B BHUJAY, YTO OH SBJISETCSA
UTOTOBON (pOPMOM KOHTPOJIS MO U3YYEHHUIO JAaHHOM YYEOHOM TUCUUIUIMHBL. 3aueT
NOJIPAa3yMEBAET  MAKCHUMAJIBHYIO  KOHIICHTPALIMIO  3HAHMM M yYMEHMH,
IPEATNOIATraoIIMX MOJHOE U3YYEHUE MaTepHUalla JUCIUIUINHBI.

3auyeT npoBOIUTCS B JOPME TECTA U BBINOJIHEHHUS 33 JaHUSI.

Pemenue mnpenonaBatenst o0 UTOrOBOW OIEHKE MPUHUMAETCA IO
pe3yJibTaTaM BBIIIOJIHEHHOTO MUCHbMEHHOI'O (TECTOBOIO) 3aJlaHusi, B 3aBUCUMOCTHU
OT LIKAJIbI OLEHKH.

B kauecTtBe HMCTOYHMKA JOIMOJHUTENIBHBIX MaTEpPUAIOB PEKOMEHIYETCsS
MOJIb30BaThCA HMH(POpPMALIMEH OTKPBITOro JocTyna cetu Internet (IaHHBIMU
MH(OPMAIMOHHO-TIPABOBBIX U 00pa30BaTEIbHBIX MOPTATIOB, OPUIUATBHBIX CAUTOB
MUHHUCTEPCTB, BEIOMCTB, OTAEJIbHBIX OpraHU3alMid, TaHHBIMU TOCYJApPCTBEHHOU
CTaTUCTUKHU, pe3yJbTaTaMU 3KCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MOKHO BOCIIOJIb30BAaThCsl BO3MOKHOCTSIMH CIIPABOYHO-TIPABOBBIX CHUCTEM, 0a3bl
KOTOPBIX COAEPKAT HE TOJBKO TEKCT HOPMATUBHBIX AKTOB, HO U HAy4YHBIE CTaTbU
no pasnmuunHbiM  BompocaM  (Hampumep, CIIC  «Koncynbrant  Ilmrocy).
PexkomMenayeTcst TakkKe UCIOJIb30BaTh AIEKTPOHHO-OMOINOTEUHbIE CUCTEMBI.

10. OcoO0eHHOCTH OCBOECHUSA JUCHHUIIJIMHBI 1JI1 HHBAJIHI0B U JIUII C
OrpaHNYeHHBIMH BO3MOKHOCTSIMHU 3/I0POBbSI

OG6ydeHue 0OyYarOMMXCSI C OTPAaHUYEHHBIMU BO3MOXHOCTSIMHU 370POBbs
npu HEOOXOIMMOCTH OCYIIECTBIIICTCS Ha OCHOBE aJalTHPOBAHHON paboueit
IporpaMMbl  C  HWCIIOJIB30BAaHUEM  CIICIIMAJIBHBIX ~ METOJIOB  OOydYeHHS W
TUAAKTHYECKUX ~ MaTepHalioB, COCTaBICHHBIX C  y4eTOM  OCOOCHHOCTEH
NCUXO(U3NUECKOTO PA3BUTHS, WHIANBUAYAIBHBIX BO3MOXKHOCTEH M COCTOSHHS
3JI0POBbsI TAKUX 00ydaromuxcs (00yJaromierocs).

B eTISX OCBOCHHMS yaeOHOU IPOTPaMMBbI JTUCTIMTLTAHBI
«/lokymenmayuonnoe odecneuenue u 0e1ONPOU3BOOCMBO 8 20CYOAPCMEEHHOM U
MYHUYUNATbHOM  YNpagieHuu» WHBANUIAMU U JIMIAMH C OrPAaHUYCHHBIMH
BO3MOKHOCTSIMU 37I0pOBbsi THCTUTYT 0OecrieunBaeT:

16



— JIUISl AHBJIUJIOB W JIMI] C OTPAaHUYEHHBIMH BO3MOKHOCTSIMU 37I0POBBS TIO
3pEHUI0: pa3MEIIeHNE B JOCTYIHBIX JJIsi OOyYaAIOUTUXCS, SBISIONINXCS CICTIBIMU
WK CIaOOBUISAIIMMU, MECTaX W B aJalTHPOBAaHHOW QopMe CHpaBOYHOMN
uHPOpMAIIMU O pacHUCaHWHM Y4YeOHBIX 3aHATHUH; TPUCYTCTBHE AaCCHCTEHTA,
OKa3bIBAIOIIETO oOyuJaromemMycs HEOOXOANMYIO TIOMOIIIb; BBIITYCK
aJIbTePHATUBHBIX (POPMATOB METOJUYECKUX MATEPUaOB (KPYMHBIA MPUPT WIH
aynuodainl);

— JUTsl THBAJIUIOB | JIUIl C OTPAHMYCHHBIMU BO3MOXXHOCTSIMH 37I0POBBS 110
CIIyXY: HaJ[JIS)KAIIUMH 3BYKOBBIMHU CPEJICTBAMH BOCIIPOU3BEICHUE HHPOPMAIINH;

— JUIA WHBAJIUIOB W JIUI] C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMHU 3JI0POBBS,
UMCIOIUX  HApYIIEHWUsS  OMOPHO-ABUTATEILHOTO  alapaTa:  BO3MOXKHOCTH
OecpensTCTBEHHOTO JOCTYIa 00y4Jaronuxcsi B y4eOHbIe MOMEILECHMS, TyaJeTHbIE
KOMHATHI ¥ IPYTUE TTOMEIICHHS, a TAaK)Ke MPeObIBaHNE B YKa3aHHBIX MIOMEIICHHUSX.
OOyuaroiuecs u3 uyuciaa WHBAIMIOB U Juil ¢ OB3 obecnieyeHbl mevyaTHBIMU U
(MJIK) DJIEKTPOHHBIMHU 00pa30BaTEIbLHBIMU pecypcamu B hopmax, aganTHPOBAHHBIX
K OIpaHMYCHUAM HX 370poBba. OOpa3zoBaHHE OOYYAIOIIUXCS C OTPAaHUYCHHBIMU
BO3MOKHOCTSIMU 37I0POBBSI MOKET OBITh OPTAaHU30BAHO KaK COBMECTHO C APYTHUMHU
OOy4YarOIIMMUCS, TaK U B OTJAEIBHBIX IPYIIIAX WA B OTACIBHBIX OPTaHU3AIUSX.

11. Ilepeyennb uHGPOPMANUOHHBIX TEXHOJIOT U, MPOdeccuoOHAIBLHBIX 0a3
JAHHBIX, HCIOJIb3YEeMbIX NPHU OCYLECTBJICHNH 00pa30BaTeJIbHOIO NpolLecca
10 AMCHHUILIHHE (MOAYJII0), BKJIKYAs epedyeHb IPOrPaMMHOI0 o0ecneYeHus
U HHGOPMAIMOHHBIX CIIPABOYHbIX CHCTEM

[IporpammHoe obecnieueHue:

Onepanunonnas cucrema (Microsoft Windows Iponpuemapnas);

[MTakeT opucubix mporpamm (Microsoft Office Iiponpuemapnas);

[TporpammHOe ObOecriedeHne I MPOCMOTPa AJIEKTPOHHBIX TOKYMEHTOB B
crangapte PDF (Foxit Reader GNU Lesser General Public License);

[TporpammHbIC cpencTBa, OOECHEUUBAIOIIME MPOCMOTP BHACOdAiIOB B
dopmatax 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 ITponpuemapnas).

NudopmanmoHHbie ClIpaBOYHbIE CUCTEMBI:

1) AsBromaTuzupoBaHHas HWHGPOPMAIIMOHHAs OWOIMOTEUHas CuUcTeMa
Marc21SQL,;
2) CrpaBouHo-nipaBoBas cuctema «Koncymnbrant [Limrocy
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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

Cnenmnajau3upoBaHHble AYTUTOPUH:

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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