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1. llosicHUTEJIBLHAA 3aIMUCKA

Kypc «/[okymenmayuonnoe obecneuenue ynpagnenus» 3aHUMAET BaXKHOE
MECTO IMPHU MOJArOTOBKE MarucTpoB 1o HamnpasieHuto 38.04.04 — ["'ocygapcTBEHHOE
Y MYHUIIUTIATBHOE YIIPaBJICHHE.

AKTYaJbHOCTh M3YYEHHS JUCIHUIUIUHBI «/[oKyMeHmayuonHoe obecnedenue
ynpasieHus» ONpeAeNseTcsl 3HAYUMOCTBIO pPOJIM  JIOKYMEHTOB B MHPOBOM
WH()OPMAITMOHHOM TMPOCTPAHCTBE. B COBPEMEHHBIX YCIOBHUSX IS TTOBBITIICHUS
3G (HEKTUBHOCTH yHOpABICHUS HEOOXOAMMO YACISITh JOCTaTOYHOC BHUMAHUE
COBEPIIICHCTBOBAHUIO PabOTHI C JOKYMEHTAMH, TaK KaK BCSIKOE YIPaBICHYCCKOE
pemieHre Bcerga OasmpyeTcss Ha WHGOpMAIMK, Ha CIIY’)KEOHOM JTOKYMEHTE.
Opranmzarusi paboThl C JOKYMEHTaMH BIHUSET Ha Ka4eCTBO pabOTHI armapara
YIPABJICHHS, OPTaHU3AINIO U KYJIbTYPY TPyAa yMPaBICHYECKUX paOOTHUKOB. OT
TOTO, HACKOJBKO MPO(PECCHOHANBHO BEAETCA JTOKYMEHTAIUsl, 3aBUCUT YCIEeX
YIPABJICHUECKOU JIEATEILHOCTH B IIEJIOM.

lenmsMu  OCBOCHMS JIUCHUIUIMHBI  «/JoKyMenmayuonnoe obecneveHue
ynpaeieHusy SBIAECTCS H3y4YCHHE HEOOXOJUMOTO U JOCTaTOYHOTO YPOBHS
TEOPETUYECKUX 3HAHUM M0 JEJONPOM3BOJCTBY U HABBHIKOB WX IMPUMEHEHHUS B
poecCUOHANbHOMN JeATEeIbHOCTH; PA3BUTHE YMEHUM COCTABJICHUS JOKYMEHTOB B
KOHKPETHBIX YIPABICHUYECKUX CHUTyallMsX B 3aBUCUMOCTH OT Ha3HA4YCHUS,
coJlep KaHus M BUA TOKYMEHTA.

3amaun JUCIIUIUINHEL:

1. W3yuuts menu, 3agaun, GyHKIIAN JSTONPOU3BOICTBA B COBPEMEHHBIX
OpraHU3aNNSX, YIPSKICHHSIX.

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

3. O3HAaKOMHUTBCS C OCOOCHHOCTSIMH COCTaBJIICHHS H  O(OPMIICHHS
pPa3IUYHBIX BUJIOB JIOKYMEHTOB, IPUMEHSEMbBIX B OPTaHU3aLUAX PA3IMYHBIX (GOopM
COOCTBEHHOCTH.

4, M3yuuTh oOpraHuzamuio JOKyMEHTOOOOpOTa Ha COBPEMEHHBIX
MPEANPUATHSX.
S. N3yunthb HOPMAaTHUBHO-TIPABOBYIO 0azy OpraHu3aluu

JEJIONPONU3BOJACTBA,  3aKOHOJATEIbHBIE W JApPyrHu€  HOPMATHUBHBIE  AKThI
(denepaibHOTO U PETMOHATBHOTO YPOBHEH.

6. CdopmupoBaTh 3HaHHS O COBPEMEHHBIX HAIPaBICHUSX PA3BUTUS U
MyTSIX COBEPIICHCTBOBAHUS JOKYMEHTAITMOHHOIO O0ECIICYEHMS! YIIPABICHUSI.

2. IlepeyeHb IVIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUs 0 JUCHMILINHE,
COOTHECEHHBIX C IJIAHMPYEMbIMHU pe3y/IbTaTAMH 0CBOEHHS 00pa3oBaTeIbHOM
NMPOrpaMMmsbl

Hucrunna «/[okymenmayuornoe obecnevenue ynpasieHusy yIacTBYeT B
dbopMHUpPOBaHUU CIAEAYIONICH KOMIIETCHITNH (CIEAYIOIMMX KOMITETSHIIUN):



Komnerenuuun Nuaukaropsbl Jeckpunropsbl
3HaHUSA: HOPMATHUBHO-TIPABOBOM 0a3bl
JIOKYMEHTAIMOHHOTO obecrnieueHus
ynpaBieHuss B cdepe  MyOIHMYIHOTO
[1K-3 - Bnaneer yOpaBICHMs;  IIPaBUI  COCTaBJICHUSA,
TEXHOJIOTHSIMU TEXHOJIOTU 00paboTkHw, MpaBUI
KaJIpOBOTO JBIDKEHUS, XpPaHEHUS U HUCIOJIb30BaHUS
IJIAHUPOBAHUS U [1K-3.1-1. [IpuMensieT | ynpaBiIeHUYECKUX JIOKYMEHTOB;
KaJIpOBOTO ayJIUTa, OCHOBHBIC TEXHOJIOTHUH | TEXHOJIOTHI JIOKYMEHTAI[MOHHOTO
YMEHUSMHU U KaJIpOBOTO oOecrnieyeHrs KaJpoBOTO IUIAaHUPOBAHUS
TOTOBHOCTBIO [JIAaHUPOBAHUS U U KagpoBOrO ayauTa B  YCIOBHSX
dbopMupOBaTH KOMaH/bI, [KaAPOBOTO ayAuTa B U (GpPOBOI CpeIBbI.
MOTHUBUPOBATH U YCIIOBUSX MU(PPOBOIA YMeHusi: pa3pabaTeiBaTh  JIOKaJIbHBIC
pa3BUBaTh KaJphl 15 Ccpenbl HOPMAaTHBHbIE JIOKYMEHTHI,
penieHus 3a1a4 B cpepe pEerIaMEeHTUPYIOIIUE  YIIPaBIEHYECKYIO
npodeccuoHanbHOM JeSATEIbHOCTD.
JIESITEIBHOCTH HaBbIKH: NOpPUMEHEHHS TEXHOJOTU
JOKYMEHTAllMOHHOTO obecrnieueHus

KaJIpOBOTO TIJIAHUPOBAHUS U KaJIpPOBOTO
ayJuTa B YCIOBUAX IIM(POBOI Cpebl.

[1K-4 - cnocoben
IUIAHUPOBATh U
OpPraHu30BBIBAaTh PabOTY
oprasa myOJIu4HoON
BJIACTH, pa3pabaThIBaTh
aJMUHHUCTPATUBHBIE
pETIaMEHTHI,
OpraHU30BbIBATH
B3aMMOJECHCTBHE C
JPYTUMH
roCyIapCTBEHHBIMU U
MYHUIUTTATBHBIMH
OpraHamu,
OpraHHu3alUsIMH,
rpaxJlaHaMH, B TOM
YHclie ¢
MCII0JIb30BaHUEM

U (POBBIX TEXHOJIOTUI

[1K-4.11-2.
PazpaOaTbiBaeT
QIMUHUCTPaTUBHbIE
[pErTIaMEHTHI U
OpraHNU30BBIBACT
B3aUMOJICHCTBUE BO
BHYTPEHHEH U C
BHEILHEU CPELOH, B TOM
UUCIIEe IOCPEACTBOM
PUMEHEHUS IUPPOBBIX
TEXHOJIOTHI1

3HaHuA: OCOOECHHOCTEH COCTaBJICHUS U

othopmneHus CIIPaBOYHO-
UH(POPMALIMOHHBIX U CIPaBOYHO-
AQHAJIUTUYECKUX JIOKYMEHTOB Ha OCHOBE
UH(POPMALIMOHHOM u

Ooubnuorpaduueckoil KynbTypbl, BUIOB
oOpamieHud TpaxaaH U TEXHOJOTUM
paboTl € HHMH, B TOM YHCIE
MOCPEJICTBOM TIPUMEHEHUS IH(PPOBBIX
TEXHOJIOTHUM.

Ymenus: pa3pabaThIBaTh
a/IMUHUCTpaTUBHbIE periaMeHThl
NeSITEIPHOCTH ~ OPTaHOB  ITYOJMYHOTO
yIIpaBJIEHUS;  OCYILECTBIISATh  JEJIOBOE
oOmieHnue; paspabaThiBaTh JIOKAJIbHBIC
HOpPMAaTUBHBIE JTIOKYMEHTBI,
pETIaMEeHTHPYIOIIUE  YIPABICHUECKYIO
NesITebHOCTD; BECTH JIETIOBYIO
MIEPEITUCKY, B TOM  YHCIE C
UCIOJIb30BAHUEM COBPEMEHHBIX
AJIEKTPOHHBIX (opM oOMeHa JerIoBOM
uHpopMaImen.

HaBbIku: BeJeHUsT TOKYMEHTO000pOTa U
JICIIOBOM TEPEeNuCKU C TpaxaaHaMd U
BHCIIHUMHM OpPraHusalusaMu,; IMOAACPIKKHU
JNEKTPOHHBIX KOMMYHHKAIMl B cdepe
JTOKYMEHTAI[HOHHOTO obecrnieueHUs
yIpaBIeHUSI.




3. MecTo AucUMILVIMHBI B CTPYKTYpe 00pa30BaTe/IbHON NPOrpaMMbI

«/lokymenmayuonHoe obecneuenue ynpasienusy SBISIETCS 00s3amenbHOU

OUCYUNTIUHOLL

yacmu,

omHoOwleHul I8 TOATOTOBKH
["'ocynapcTBEHHOE M MYHUITUIIAILHOE YITpaBJICHUE.

dopmupyemoii

YUacmHuKamu
cTyneHToB 1o HampasieHuto 38.04.04 —

06pa306ame/zbﬂbzx

IpenmecrByrommue
AMCHMILINHBI
(Moay/in), IPAKTHKHA

JAucuuniannabl (MOALYJIM),
NPaKTHKHU y4e0HOI0
IUIaHA, B KOTOPBIX

IMocaenyrommue TuCHUNTHHBI

HIn MOJYJIM), MPAKTUKH
bp y4eOHOro njiaHa, B KOMIeTEeH U (Moay.1u), mp
KOMIIETeHIIUH Y4e0HOro IJIaHA, B KOTOPBIX
KOTOPBIX OCBauBaeTcsl
0CBAHUBAETCSl KOMIETEHIHSA
0CBaUBaeTCsl napajijiejibHo ¢
KOMIIeTCHIUSA HU3y4aeMOH TMCUMIIHHON
Kanposas nmonurtuka u
KaJpOBbIi ayIUT B chepe
JuctunnuHa sBiseTcs AP YA bep
HeDBOi B MyOJIMYHOTO YIIPaBJICHUS
I1K-3 p - (3 cem)
hopmMupoBaHUHN
[IpousBoicTBEHHAs IPAKTHKA
KOMIICTCHITHH
(ITpenmumnaomMHas TpaKTUKA)
(4 cem)
[MudpoBoe rocyaapcTBEHHOE U
MYHHIIMIIAILHOE YIIPaBICHUE
JucuuruiiHa sBiIseTcs (2, 3 cem)
K-4 TEPBOM B TepputopuanbHbIi MAPKETUHT
(bopMupoBaHUU (4 cem.)
KOMIIETCHIINU [IpousBoicTBEHHAs IPAKTHKA

(ITpegnunnomHas mpakTHKa)
(4 cem)




4. O0beM IUCHUILTHHBI (MOIYJISI) B 3a4€THBIX ¢INHULAX C YKa3aHHEeM
KOJINYEeCTBA aKaJleMHUYEeCKHX MM ACTPOHOMHUYECKHUX YACOB, BbIICJICHHBIX HA
KOHTAKTHYI0 pa0doTy 00y4al0IUXCcA ¢ npenojaaBarejaeM (1Mo BUAaAM Y4eOHBIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aKOIIUXCSA

O0mas TPYJAOEMKOCTh OCBOCHUA
«/loxymenmayuonnoe obecneuenue ynpaenenussy> COCTABIACT 3 3aUCTHBIX CIMHMII
niu 108 akamemMudeckux yaca.

y4eOHOM TUCIUATIINHBI

Bcero,
Cemectp 1 cemectp
aK.4acoB
O61mmast Tpya0eMKOCTh (BCEro ak. 4acoB / 3.ej1) 108/3 108
Jlexuuu 12 12
KonraktHas pabora
[TpaxkTrueckue 3aHATHS 20 20
CamocTosiTenbHas paboTa 40 40
Bun npomexyrounoi
arreetan DK3ameH 2,5/33,5 36
(xoHT.pab./ camocT.
pab.)

5. Coneprxanue TMCUMILIMHBI (MOYJIs1), CTPYKTYPHPOBAaHHOE 10 TeMaM
(pa3aesiam) ¢ yka3aHueM OTBEJI€HHOI0 HA HUX KOJIMYeCTBA AaKaAeMHUYeCKUX
WIHA ACTPOHOMMYECKUX YACOB M BUJIOB YUEOHBIX 3aHATH I

TpynoemMKocTsb
KonTaktHas
abota
<
HaunmenoBanue = S
= [t
azzena £l = )
Ne pasit e =| E o Conepxanue
JUCITUATITUHBI 3 = | = -
lep]
(Tema) a = B 2
B" .
5} = o =
= = o <
0] °
al| B
=
1 cemectp
[Ipeamer, 3a/1auu, CTPYKTypa
JOUCIUIIIINHEL. 0V KaK
JIeATEIbHOCTD, OXBAaTHIBAIOIIAS
OKYMEHTHUPOBAHUE W OPTaHU3AIHIO
JloxkymeHT B JIOKYM p p I
1 | cnerene 14 2 4 8 paboThI C TOKYMEHTAMH.
' OmnpeneneHne MOHATHI «TOKYMEHT,
YIpaBJICHUS.
«TOKyMEHTHPOBaHHAs WH(OPMALIU,
«AIEKTPOHHBIN JTOKYMEHT) B
roCcyAapCTBEHHBIX CTaHJapTax,
3aKOHOJIaTEIILCTBE "

7




IIOKYMCHTOBCZLGHI/II/I. B3aI/IMOCB$I3L
MTOHATUI «IOKYMEHT» u
«aHpopManusg». MecTto ©  poJb
JOKYMCHTOB B  YIpPaBJICHHH Ha
COBPEMEHHOM JTarie.

DOyHKIUH TOKYMEHTA.

OcobenHocTH COCTaBJICHUS 51
odopmiacHus CIIPaBOYHO-
UHPOPMALIMOHHBIX M CIIPaBOYHO-
AHATUTHYCCKUX  JIOKYMEHTOB  Ha

OCHOBE UH(POPMALIMOHHOM u
ounbmmorpaduuecKkoi KyJbTypBHl.
Pazpabotka aJIMMHUACTPATUBHBIX

pErIaMEeHTOB JCATEIbHOCTH OPraHoB
yOJIMYHOTO YIPaBJICHUS.

OcHOBHBIE
npaBuia
COCTaBJICHUS H
odopMIIeHUS
YIIPaBICHYCCKUX
JIOKYMEHTOB

14

OpranuzaioHHO-pacnopsAuTeIbHAS
JIOKYMEHTAIIHS. HopMmartusHo-
mpaBoBass 0asza JIOKYMEHTAIIMOHHOTO
obecrieueHusi ympaBlieHHS B cdepe
MPOPECCHOHAIBHON  ICSITEIbHOCTH.
TpeboBanus K 0(hOpPMIICHUIO
JIOKYMEHTOB" C JaToil BBEICHUS B
nevicteue 1 wmrona 2018 rona.
[IpaBuna pa3pabOTKH  JOKAIBHBIX
HOPMAaTUBHBIX JIOKYMEHTOB,
pEerIaMeHTUPYIOIIUX
YIPaBJICHUYECKYIO ACSATEIHHOCTD.
[TonsitTre «o00sS3aTeNbHBIA PEKBUUT
JNIOKyMeHTa». bmank  gokyMeHTa.
Bbrnanku o0mmue, OI9  IIHCEM,
repOoBbIE.

Opranu3zanus
paboThI CIyXOBI
JOKYMEHTAITHOHHO
ro o0ecredyeHus
yIIpaBJICHUS

14

OpranuzaiinoHHble (QOPMBI  CITYKOBI
JIOKYMEHTAIUOHHOTO  00€CIeYeHHsI.
dakTophbl, BIUSIOMNE HA UX BHIOOP B
YUPEKACHUAX PA3TUYHBIX YpPOBHEH
yrpaBieHusi. THUIOBBIE CTPYKTYpPHI
JIeNIOTIPOU3BOICTBEHHON CITYKOBI.
IlonsiTHE  «ONEKTPOHHBIM  CTHIIb
pabote» o¢uca. Buasl obpamienunit
rpaXJaH M TEXHOJIIOTHH paboThl C
HUMH, B TOM 4HCJE IOCPEICTBOM
NPUMEHEHHS TU(PPOBBIX TEXHOIOTHH.
[TpaBuna JIeI0OBOTO oO1ieHus,
BEIICHUA JTIOKYMEHTOO00pOTa n
JIENIOBOM MEPENUCKU C TpaxKlaHaMHU U
BHEITHUMH OpTraHU3aIHsIMU.
CoBpeMeHHbIE 3JIEKTPOHHBIE (DOPMBI
oOMeHa  JnienoBod  MHGMOpMaLUEH.
DJNEeKTpOHHBIE ~ KOMMYHMKallUd B
chepe JIOKYMEHTAIMOHHOTO
o0ecreyeHus yrpaBJIeHUs




Opranuzaius JOKyMEHTOO0OpOTa B
yapexaeHuu. TexHoaorus o0paboTku
BXO/ISIITIX UCXOJISIIHNX "
Oprasu3anus JULLHX, AL
BHYTpEHHUX JOKyMeHTOB. I[IpaBuia
JIOKyMEHTO000pOT
. JIBUKCHUS, XpaHeHUs "
‘ MCIIOJIb30BaHUS aBJICHUECKUX
4. | JlokyMeHTalluOHH 15 3 4 8 yrip
JIOKYMEHTOB. TexHonoruu
oe o0ecrieyeHue
JIOKYMEHTAllMOHHOTO  o0ecreueHust
yIpaBICHUS
KaJpOBOTO TUTAHUPOBAHHUS u
MEPCOHAIIOM.
KaJpoBOrO ayauTa B  YCIOBHUSX
upoBoOr cpeapl 1 OCOOCHHOCTH HX
PUMEHEHHUS.
Peructparus u
ITonsiTue «perucrpanus
KOHTPOJTb
JIOKYMEHTOB. 3HaueHue
HCTOTHCHHA CTUCTpAllM  JOKYMEHTOB IS
JIOKYMEHTOB. P P . m
yIpaBIeHYECKON NeSITEIbHOCTH.
[IpaBuna
S. 15 3 4 8 | [IpyHOMIIBI ¥ TIpaBHJIAa PETHUCTPAIMU
JIBUKCHHS,
U MHACKCHPOBaHHUS  JIOKYMEHTOB.
XPaHCHUS U
Cocras PErUCTPUPYEMBIX "
HCTIOMIL3OBAHI HEPETUCTPUPYEMBIX JIOKYMEHTOB
YIIPaBJICHUYECKUX P pHpy Y ’
Perucrparnmonnsie GOpMBI.
JIOKYMEHTOB
DK3aMeH 36 2,5 335
Utoro 108 | 12 | 20 40

6. [lepevyeHb y4eOHO-MeTOUYECKOTO 00ecriedeH s IJIsl CAMOCTOSITEILHOM

PadoThI 00Yy4AKONIUXCH MO TUCHUILINHE (MOLYJIIO)

Ne Buasl camocTosTensHONM paboTh TpynoemMKocCTs, ®opMa KOHTPOJIA
aK.4gachl
1. [TpopaboTka TEOpETUUECKOTO
o Koncynbranus
MmarepHaa 1o KOHCIEKTaM JIeKIHi,
. npenojaBaTes,
PEKOMEHI0BaHHOM JIUTEpaType, 12 CTHOE
JIOTIOJTHUTEIBHBIM HCTOYHHKAM Y
cobecenoBanue
uH(popMalun
[ToaroToBka K MpakTUYECKUM Brictynnenue ¢
3aHATHUSIM: TIOUCK HEOOXOIUMOM JTOKJIaJIOM,
uHpopmanuu, oopadboTka 16 IIpe3eHTalMs,
uH(pOopMalliy, HalMCcaHue JT0KIaa, OTBETHI HA
MOJTrOTOBKA K BBICTYIIJICHHIO JIUCKYCCUOHHBIE
(TMCKyCCHH) BOITPOCHI
3. [TonroroBka K TeKyIIeMy KOHTPOJIIO
& ymemy p 12 TecTsl
(TecTUpOBaHUE)
4. IToaroToBKa K MPOMEXYTOYHOMN YcerHoE
aTTeCcTaluu 33,5 cobecenoBaHue,
(BOMPOCHI K IK3aMEHY) TECTUPOBAHUE

JIJist caMOCTOSITENIbHOM pabOThl MO MUCHUILIHHE (MOIYJI0) O0ydaromuecs

UCIOJIB3YIOT ClIeyIolee yueOHO-MeTOInYecKoe 00ecredeHue:




1)  bexoBa T.A. JIOKyMEHTallMOHHOE OOECIICYCHUE  YIPABICHUS
(menompounsBoacTBO): yueOnoe mocoome / T.A. beikoBa, T.B. Ky3Hemosa,
JI.B. Cankuna; og o6ml. pea. T.B. Ky3nenoBoit. — 2-e uzja., nepepad. u aom. —
M.: HHOPA-M, 2020. — 304 «c. [Dnekrponnsiii pecypc]. URL:
https://znanium.com/catalog/product/1078152

2) Kabamos C. 0. Opranumzamuss o0mero W  CHEHUAIBHOTO
JCJIONPOU3BOCTBA B OpraHaXx MECTHOIO CaMOYIIpaBJICHHs: ydeOHoe mocooue /
C.IO. Kabamos. — M.: UHOPA-M, 2019. — 421 c. [DnekTpoHHBII pecypc].
URL.: https://znanium.com/catalog/product/1008708

3) @DOHJT OICHOYHBIX M METOJUYECKUX MATEPHAIOB IO JUCITUTUIHHE
«/loxymenmayuonHoe obecneuenue ynpasieHus.

7.(I)OHII OIICHOYHBIX 1 METOAUYECCKUX MATEPHUAJTIOB Uil IPOBECACHNA
HpOME)KyTO‘IHOﬁ arTrecranmuu oﬁyqamnmxcn o JIMCHMIIJIMHE

IIpumepHbIe BONPOCHI I NPOBEACHHUS MPOMEKYTOYHOM aTTeCTAlNU
(3K3aMeHa)

1. [IpaBoBO#, ympaBiIeHUYECKUH, HCTOPUUYECKUNA W WHGOPMAIIMOHHBIN
ACIIEKTBI B OIPEJIEIICHUN TOKYMEHTA.

2. JIOJDKHOCTHAsT MHCTPYKLMSI KaK OCHOBHOM HOPMAaTUBHBIN JOKYMEHT,
ONPEAENSIONMI OpraHN3allMOHHO-TIPABOBOE MOJIOKEHUE PAOOTHHUKA.

3. B3auMOCBA3b TOHATHUH <«JIOKYMEHT» U «HHpopMauus». Bumbl
uH(popManuu.

4. NHCTpyKIusi MO JAOKYMEHTALIMOHHOMY OOECIEUYEHUI0 YIpaBJiICHUS
(1eonpou3BOJICTBY) - OCHOBHOW HOPMATHUBHBIM aKT 10 perjaMeHTaIluu
opraHusauuu U texnonoruu JOY.

5. Poub nH(opmMaliiy B COLMATBHBIX U SKOHOMHUYECKUX TpOoIeccax.

IIpumepHbIe NPAKTUKO-OPUEHTHUPOBAHHbIE 3a]aHUSA

1. OxapakTepusyite 00II1e OCHOBBI JIEJTOBOW KOPPECTIOH ICHITUH.
2. [TpuBeauTE TUTFOCHI U MUHYCHI DJIEKTPOHHOTO JIOKYMEHTOO0O0pOTA.
3. Kaxosa pois cityx0s61 IOY B A€SITENBHOCTH OpraHU3AIINH.

[lonHbli KOMIUIEKT 3aJaHUil M 3TanoB (QOPMUPOBAHUS KOMIIETEHLIMH
npeacTasiicH B OHIE OLIEHOYHBIX U METOAUYECKUX MAaTEPUAIOB I IPOBEACHUS
MPOMEKYTOUYHOM aTTeCTaluu OO0ydYarolmuxcsi MO AMCHUIUIUHE, O(OPMIICHHbBIN
OTJIEJIBHBIM IOKYMEHTOM, MPEJICTABIICH B MPUIOKEHUU 1.
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https://znanium.com/catalog/product/1078152
https://znanium.com/catalog/product/1008708

8. [lepeyeHb OCHOBHOM, 1OMOJTHUTEIbHON YUeOHOM JTUTEPATYPbI, peCypcoB
HH(GOPMAIIMOHHO-TEJIEKOMMYHUKAIMOHHO ceTH « AHTEepHET», HEOOXO0AMMBbIX
JJISI OCBOCHMSI JUCUUILJINHBI (MOXYJIs1)

a) HOpMATHBHbIE PABOBbIE AKTHI

1. «Koncturynus Poccuiickoit denepanuu» (IpUHATa BCEHAPOIHBIM
rojocoBanuem 12.12.1993) // Poccuiickas razera, N 144, 04.07.2020.

2. Tpynosoit konekc Poccuiickoit @eneparuun ot 30.12.2001 N 197-D3
(B pen. ot 31.12.2017). /| «Cobpanune 3akoHomarenscTBa POy, - 07.01.2002. - N 1
(gactsp 1). - cT. 3.

3. «O6 unHpopmanmu, HHOOPMAIMOHHBIX TEXHOJOTHSIX M O 3allUTe
uHpopMmaruny. @Denepanpubiii 3akoH or 27.07.2006 N 149-®3 (pea. or
25.11.2017) (¢ w3m. u pom., Bcryn. B cuiay ¢ 01.01.2018)// "CoOpanue
3akoHoAaTenbcTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

4, «O6 apxuBHOM pnene B Poccuiickoit ®Deneparun». DemepanbHbIi
3akoH ot 22.10.2004 N 125-®3 (pea. or 28.12.2017). /I «CobOpanue
3akoHomaTenbcTBa POy, 25.10.2004. - N 43. - cT. 41609.

S. «O0 ytBepxkaeHun llpaBun nenmompousBojicTBa B (enepanibHBIX
opraHax HCHOJHUTENbHOU Biactw». llocranoBnenue IlpaBurensctBa PO ot
15.06.2009 N 477 (pen. ot 26.04.2016). // «CobOpanue 3akoHOJaTeabCTBA PDy. -
22.06.2009. - N 25. - ct. 3060.

0) OCHOBHAasI JIUTEpaTypa:

6. beikoBa T.A. JIOKyMEHTallMOHHOE OOECIEUECHHE  YIPaBJICHUS
(menompou3BojicTBO): yueOHoe mocooue / T.A. beikoBa, T.B. Ky3Hemosna,
JI.B. Cankuna; nox o6m1. pea. T.B. Ky3nemnosoit. — 2-e¢ u3a., nepepad. u A0m. —

M.. HHOPA-M, 2020. — 304 «c. [Dnekrponnsiii pecypc]. URL:
https://znanium.com/catalog/product/1078152
7. Kabamo C. . Opranmzamus oOmero W CHEUaIbHOTO

JISJIOTIPOM3BOJICTBA B OpraHax MECTHOI'O0 CaMOYIIpaBJICHHS: ydeOHoe rmocooue /
C.I0. Ka6amos. — M.: UH®PA-M, 2019. — 421 c. [OnexTpoHHbIil pecypc].
URL.: https://znanium.com/catalog/product/1008708

B) JONOJIHUTEJILHAS JIUTEpaTypa:

8. AbGynanze J.I'. [oxymeHTanmoHHOoe oOeclieuyeHue yIpaBiIeHUs
nepcoHajaoM: ydyeOHMK W Tpaktukym s By3oB / JI. I'. AOynanze, U. Bb.
Breimpsokkuaa, B. M. MacnoBa. — 2-e uzn., mepepa0. u gom. — M.: U3parenscTBo

Opaiir, 2021. — 370 C. [DneKTpOHHBII pecypcl. URL:
https://www.urait.ru/bcode/477699
9. AnpapeeBa B.WM., [lenonpou3BOACTBO: OpraHu3alusi U BEJICHUE:

yueOHo-ipakTueckoe nocooue / B.M. Anapeesa. — M.: KnoPyc, 2020. — 294 c.
[Dnextponnsiii pecypc]. URL:_https://book.ru/book/934225

10. bymar P. E. JlokyMmMeHTaIllMoHHOE OOECIC€UCHUE YIPABICHHUS
nepconanom: yaeonoe nmocodue / P. E. bynat. — M.: UHOPA-M, 2019. — 234 c.
[DnexTponnsiit pecype]. URL: https://znanium.com/catalog/product/1007087
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https://znanium.com/catalog/product/1078152
https://znanium.com/catalog/product/1008708
https://www.urait.ru/bcode/477699
https://znanium.com/catalog/product/1007087

11. Beperexuna C.B., JlucranumonHsli  TpyA.  OpraHuzanus
AJIEKTPOHHOTO JIOKYMEHTOO00pOTa B KaJIpOBOM JICJIONPOU3BOICTBE: MOHOTpadus /
C.B. Beperexuna, A.B. Kupumios, E.A. Xuukos, E.I'. [lImakoBa. — M.: Pycalinc,
2020. — 209 c. [DnexTponnslit pecypc]. URL: https://book.ru/book/934882

12.  Hoponuna JILA. Opranuzanusi ¥ TEXHOJOTHUS JIOKYMEHTallMOHHOTO
oOecrieueHusl ynpaBlieHUs: YYEOHUK M MpakTUKyM ais By30B / JI.A. JlopoHuHa,
B.C. UputukoBa. — M.: U3parensctBo FOpaiit, 2021. — 233 c. [DneKTpOHHbIN
pecypc]. URL: https://www.urait.ru/bcode/468850

13. Kyzmenor W.H. J[lokymeHTarimoHHoe oO€cCTeUeHUE YIPABICHHUS
MIEPCOHAJIOM: YUEOHMK M mpakTukyM s By30B / M. H. Ky3nenoB. — 2-e¢ u3n. —
M.: UsparensctBo IOpaiit, 2021. — 393 c. [Onexrponnsiii pecypc]. URL:
https://www.urait.ru/bcode/487704

14. TlanoB WM.A. JlokymMeHTallUOHHOE OOECIEYEHHE BHYTPUBY30BCKOIO
MeHemkMenTa: MmoHorpadus / U.A. Ilanos, C. /1. Pesnuk. — M.: UH®PA-M, 2019.
- 110 C. [ DIEeKTpOHHBII pecypc]. URL:
https://znanium.com/catalog/product/1003259

15. Pazpopoxubii A. A. JIOKyMEHTHpOBaHHE  YIpaBICHYECKOM
nesiteapHoCTH: yueh. mocobue / A.A. Pazgopoxusiit. — M.: UTHOPA-M, 2018. —
304 c. [DnexTponnsrii pecype]. URL: https://znanium.com/catalog/product/969585

r) pecypcsol cetn «AHTEpHET):

1)anexmponnsvie npoghunvhvie HypHavl

1. KypHan nemonpou3BOJICTBO U JOKYMEHTOOOOPOT Ha MPEANPUSITHU.
[DnexTponnsbiit pecypc]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

2. Kypunan «/lemonpousBoactBo» [OnekTpoHHbii  pecypc]. URL:
https://www.top-personal.ru/officeworks.html

2) anexmponmvie npopunvhvie 6azvl OAHHbIX/ Calimbl

3. Bcepoccniickuit Hay4YHO-HCCJIE0BATEIIbCKUI WHCTUTYT
nokyMeHToBeaenus u apxuBHoro aena (BHUMAI). [DaekTpoHHbIid pecypc].
URL: http://www.vniidad.ru

4. ['mapaust ynpaBigOIIUX JOKyMEHTalMew. [DJIeKTpOHHBIA pecypc].
URL: http://www.gdm.ru.

5.  Tapant. [Dnexkrponnsiii pecypc]. URL: http://www.garant.ru/.

6. denepanbHas apxuBHas cinyx0a Poccun (PocapxuB). [DneKTpOHHBIM
pecypc]. URL.: http://www.rusarchives.ru.
7. Uudopmanmonnslii  mopran.  [DnektpoHHsld  pecypc]. URL:

http://www.document.ru.

9. MeToanueckue yKa3aHus sl 00y4arOMIUXCsl M0 OCBOEHUIO TUCHMILIUHbI
(MoayJin)

CaMocTosTenbHas MOATOTOBKA 00yYaIOUIUXCA MPOBOAUTCS ISl YTIyOneHUs
Y 3aKpEIUICHMs 3HAHUU, MOJYYEHHBIX HA JIEKIUAX W IPYTUX BUAAX 3aHATUH, JUISA
BbIPa0OTKH HABBIKOB CaMOCTOSITEJIBHOTO MPUMEHEHHsI HOBBIX, JOMOJHUTENIbHBIX
3HAaHUU U MOJATOTOBKH K MPEICTOAIIUM YUYEOHBIM 3aHATHUSIM, SK3aMEHY.
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BaxxHbIM  yCIIOBUEM  yCHEIIHOIO HW3Y4YEHUs JUCLUIUIMHBI  SIBIISETCA
noceuenue jekuuil. Ilox nmocemenueM noapasymeBaercs He (popMa MMaCCUBHOTO
IPUCYTCTBHS, @ aKTUBHAs paboTa 10 U3yYEHUI0 HOBOro matepuana. [loaroroska k
JIEKIMOHHBIM 3aHATUSAM BKIIIOYAeT B ce0s aHalIM3 IpelaraéMblX JJIs U3Y4EHHUs
BOIPOCOB, M3yYEHUE HOPMATUBHBIX MCTOYHMKOB M Y4YeOHOM U HAy4dHOH
JUTEpaTyphel IO paccMaTpMBAaeMbIM BOIIpocaM JIeKIMH. B mpouecce nekuuu
oOyyaroluiics MOXKET 3a/laBaTb  YTOUYHSIOIIUME BONPOCHl,  OCYLIECTBUTh
B3aMMOCBSA3b HOBOTO MaTepuana C YK€ H3YYCHHBIM, MOJATOTOBUTH 0a3y mis
3¢ (HEeKTUBHOTO HCIOIb30BAHUS TMOJYYCHHBIX 3HAHUH, OOJErdyuTh MOATOTOBKY K
IPAaKTHUECKOMY 3aHATHIO0. D(P(EKTUBHBIM CIOCOOOM (UKCAUU JIEKIIMOHHOTO
MaTepuana SBISETCS KOHCIEKTUPOBAHME, IPEICTABISAIOIIEE COOOW HE TOJBKO
¢uKkcannio BaXKHEHIIMX MOMEHTOB JEKIMH, HO W YyKa3aHUE NPUMEPOB s
MOHUMAaHUS TOTO WJIM UHOTO TEOPETUYECKOI0 MaTepuaia.

[Ipy MOArOTOBKE K MPAKTHMUECKOMY 3aHATHIO HEOOXOJUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAaHHBIE MaTepuaibl JIEKIUH, Y4EeOHYI0 M Hay4yHYIO JIUTEparypy.
[TonroroBka OTBETOB IO BBIHOCUMBIM Ha OOCYXKIEHHE BONPOCAM MPAKTHUUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHE MaTepualia, HO U €ro aHaiu3 u
KPUTHYECKYIO OIeHKy. OOyuwarouiemycs CJ€AyeT BBIIBUTh MaJOU3yYCHHbIE
aCIEKThl paCCMATPUBAEMBIX BOIPOCOB, NPOSABUTh MHULMATUBY IIPHU MOATOTOBKE K
IIPaKTUYECKOMY 3aHATHUIO.

[Ipy MoAroTOBKE K MPAKTUUYECKUM 3aHATUSMHU M SK3aMEHY PEKOMEHIYETCS
CUCTEMATU3UPOBATh 3HAHMS, HM300paxas MX B TaOIMYHOM, rpaUyecKOM WIH
CXEMaTHU4YHOM BHJI€. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b U3y4aeMbIX SIBJICHUH,
YOPOCTUT 3aJady 3allOMHHAHMS MaTepHala, OOJErdyuT MpoLEecC MPaKTUYECKOTO
MPUMEHEHUS MTOTYYEHHBIX 3HAHUM.

3amauell  MPaKTUYECKUX  3aHATHM  SBISETCS  BbIpAaOOTKAa  yMEHUs
UCIIOJIB30BaTh TEOPETUYECKHE 3HAHMS, MPOSBUTH HAJIMYHAE IPAKTHUYECKHX
HaBbIKOB. Ilpy  moOAroToBKE K  MPAKTUYECKOMY  3aHATHIO  CIEAYET
3a0J1arOBPEMEHHOT0 00€CIeUuTh HaTU4he HEOOXOAMMO MJis JAHHOTO 3aHSATHUS
MaTepHuaa, CaMOCTOSITEIbHO TOBTOPUTDH PAHEE N3YUECHHBIE TEMBI.

JUIsL yCHemrtHoro OCBOEHHUS JUCUUIUIMHBI Ba)KHBIM SIBJISIETCS YMEHME
paboTaTh ¢ TepMUHAMH U UX omnpeaeneHusMU. s paOoTbl ¢ TEPMHUHOJIOTHEN
(b ()EKTUBHBIM SBIISIETCSI UCIOJIb30BAaHUE KaK YYEOHOW M HAYYHOU JIHMTEpaTyphl,
TaK U FOPUJIMYECKUX U PUIOCO(CKUX CIIOBapeEi.

PaboTa ¢ TepMHHAMH MOKET OCYIIECTBIATHCS Kak B ()OPME COCTABICHHUS
COOCTBEHHBIX TEMATUYECKHX CIIOBAPUKOB JMJIg yIOOCTBA M CKOPOCTH IIOMCKA
HeoOxoaumoro TepMmuHa. C  2TOM 1ETBIO  HEOOXOAMMO KaXAblii HOBBIN
BCTPEYAIOUIUIICS TEPMUH 3aMKUCHIBATh U BO BPEMs MOJTOTOBKH K CEMHHAPCKUM U
MPaKTUYECKUM 3aHSATUSAM YKa3blBaTh COOTBETCTBYIOLEE ompeneneHue. B ciayuae
BO3HUKHOBEHHUS CIIO)KHOCTH BbIOOpa OINpeAeNieHUs] U3 HMEIoLIErocss oobema B
pamMKax Hay4yHOTO 3HaHHUS HEOOXOIMMO 3a/JaBaThb BONPOCHI MpPENoAaBaTeNli0 B
paMKax JEKUMOHHBIX U IPAKTUYECKUX 3aHATHM.
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WNntepaktuBHble  GOpMBI  TPOBEIACHUS  3aHATHA 1O  JUCITUIUIHHE
«/[okymenmayuonnoe obecneuenue ynpasienusy BKIIOYAIOT B ceOs CIEoyIOIINe
BUJIBI 3aHSATHU.

- UWHTEpPAKTUBHBIC JIEKIMH, MPEANOJaraloT HUCIOJIb30BaHUE METOAa
npo0eMHOro u3noxkenus. [lpu Takom mojaxoje JEKIKs CTAHOBUTCS MOXOXEH Ha
JMajor, MpernojlaBaHlue UMUTUPYET HCCIIEOBATEIbCKUN Mpolece (BBIIBUTAIOTCA
MEPBOHAYAJIbHO HECKOJBKO KIIFOYEBBIX IOCTYJIATOB IO TEME JIEKIWUH, U3JI0KEHUE
BBICTPAUBACTCSl 10 MPUHIUIY CaMOCTOSTENIBHOTO aHaimu3a M 0000IeHus
CTYJE€HTaMH Y4Y€OHOro Marepuayia). JTa METOJHMKA I03BOJISIET 3aMHTEPECOBAThH
CTYJI€HTa, BOBJIEYb €ro B Ipolecc 00ydeHus. IIlpotuBopeunss HayqHOro MO3HAHMS
pPacKpbIBAIOTCA TOCPEICTBOM IIOCTAHOBKH TMpoOseMbl. YdeOHas mpoOiema u
npoOJieMHasi CUTyalHsl SIBISIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMIIOHEHTaMHU
npobiemHoro o0yuenus. [lepeq HauyanmoMm HM3ydeHHUs ONpPENEIEHHOM TEMBbI Kypca
CTaBUTCSI NEpe] CTyIEHTaMu MpOOJIEMHBIA BOIPOC MM JAeTCsl MPOOJIEeMHOE
3aganue. CTUMynIMpys paspelieHue MpoOJieMbl, MpenojaBareib CHUMAET
IPOTUBOPEUHS MEXKIY MMEIOLIUMCS €€ IIOHUMaHUEM U TpeOyeMbIMU OT CTY/AEHTA
3HaHUSAMU. D(P(YEKTUBHOCTH TAKOTO METOJAa B TOM, YTO OTAENbHBIE MPOOIEMbI
MOTYT MOJHUMATBHCS CAMHMH CTyJIE€HTaMHU. [ JIaBHBIM yCIeX JAHHOIO METOJa B
TOM, YTO I[IpenojaBaTesib J0OMBaeTCs OT AayAUTOPUM «CAaMOCTOATEIBHOIO
pelIeHUs» MOCTaBJIEHHOW mpobseMbl. OpraHusainus MpOOJIEMHOTO OO0y4eHHUs
NPEACTABIAECTCS JOCTATOYHO CIIOXKHOW, TpeOyeT 3HAYUTEIbHOM MOATOTOBKHU
nekropa. OqHaKO Ha HAYAJIBLHOM JTale UCIIOIb30BaHUSA 3TOIO0 METOJAa €r0 MOKHO
BHEJIPSATh B CTPYKTYpPY T'OTOBBIX, paHee pa3paOOTaHHBIX JEKUUN, MPAKTHYECKHX
3aHATHM KaK JIONIOJHECHUE.

- TPYNIOBbIE JUCKYCCHUH, NTPUMEHSIOTCA [JIsi OOECnedYeHHs] HaBBIKOB
KOMaHJAHOW paOOThl M MEXKINYHOCTHOM KOMMYHMKAIIMM M TPEACTaBISIOT COOOM
OLICHOYHOE CpEACTBO, TMO3BOJISIONIEE BKIIOUNUTH OOYyYaroUMXcs B IPOLECC
OOCYXKIeHHsI TMpEACTaBICHHOW TEMbl, MPOOJEMbl U OLEHUTh HX YMEHHE
apryMEHTHUPOBAaTh COOCTBEHHYIO TOUKYy 3peHus. Kpome Toro, B Xoae 3aHATHIl
MIPOBOJSITCS KPYIJIbIE CTOJIBI MO 3aJaHHBIM TEMATHKAM.

- aHaIM3 CHUTyalud (KeHC-MEeTON) — TEeXHUKAa OOYyYeHHS, HCIONb3YIoIIas
OMMCAaHHWE peajbHbIX cuTyarui. OOyuaromuecs TOJDKHBI MPOaHATU3UPOBAThH
CUTYalUIO, pa300paTbCsi B CyTH MPOOJIEM, NMPEIIOKUTh BO3MOXHBIE PELICHUS U
BbIOpaTh Jiydlllee M3 HHUX. B OCHOBE MeToAa KOHKPETHBIX CHUTYalHUH JIEKUT
ONMHCAHWE KOHKPETHON Npo(ecCHOHaIbHON AEATENBHOCTH WM 3MOLMOHAIBHO-
IIOBEJICHYECKUX AaCIIeKTOB B3anMMOAEHCTBUA Jtoneu. [Ipu mM3ydeHMH KOHKpPETHOU
CUTyallMd, M AaHaJIW3€ KOHKPETHOTO INpHMEpa CTYIEHT JOJDKEH BIKHUTBCS B
KOHKpPETHbIE  OOCTOSITENbCTBA, MOHSITh CHUTYallMlO, OLIEHUTh OOCTaHOBKY,
OIPEJIENNTh, €CTh JIU B HEM MpobdiieMa U B 4eM ee cyTh. OnpeaenuTs CBOIO PoJb B
peIIeHn: MpoOJIeMbl U BRIPa0OTaTh 1eJIeCO00Pa3HYIO TUHUIO TTOBEICHUS.

OueHouHble WM METOAMWYECKHE  Marepuaigbl [0 JMCLMIUIAHE
«/lokymenmayuonnoe obecneyenue ynpasieHus» npeacrasieHsl B GOMM.

IIpy 1OArOTOBKE K MPOMEKYTOUYHOMY WJIM HWTOTOBOMY TECTHPOBAHUIO
HEOOXOJMMO U3YYUTh TEOPETHUECKHH W TPAKTUYECKUNA MaTepual. TecToBbie
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3amaHus (C epeYHeM BO3MOXKHBIX BapUAHTOB OTBETOB, CPEIU KOTOPBIX XOTS OBl
OJIMH OTBET SIBJISIETCS HEBEPHBIM) OOECIEUUBAIOT CTPYKTYPHOCTH MBIILJICHUS,
BBIHY’KJICHHOTO BBIOpaTh U3 MPEJIOKEHHBIX BAapUAHTOB OTBET BCE MPABHIIbHbBIC
BapuaHThl. TecToBble 3aJjaHUSl HA YCTAHOBJICHUS COOTBETCTBHS IMOAPA3yMEBAIOT
HEOOXOJMMOCTh MPOSIBJICHUS HE TOJBKO 3HAHUSA Y4YEeOHOro Mmarepualia, HO U
YMEHUSI TPUMEHATHh MpaBuia (opManbHOW JOTMKH. TecToBble 3ajaHus Ha
yIOPSAI0YEHUE HAMpPaBIECHbl HA YCTAHOBJICHHE JIOTUYECKOW MOCIEI0BATEIHLHOCTU
paccMaTpUBaEMbIX SIBIICHUM (BPEMEHU CYIECTBOBAHUS SIBIICHUM, PacMOOXKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MPABOBBIX JOKYMEHTOB H T.II.).

OddexkTuBHBIM CcrIOCOO0OM I TOATOTOBKA K TECTUPOBAHUIO SIBIIACTCS
paboTa 00ydaromerocs: Mo PenieHUI0 TECTOBBIX 3aJlaHU, MPETOCTABICHHBIX IS
CaMOCTOSITENNbHOM paboThl. Takke MpU MOATOTOBKE K Takod (hopMe KOHTPOJI
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUMU, CIEIYET CAMOCTOSITEIILHO MOMBITATHCSA
npopaboTaTh paccMaTpuUBaeMble B JUCIIUIUIMHE BOMPOCHI B (JOpME COCTABICHUS
TECTOBBIX 3a/IaHUIA.

[Ipy MOAroTOBKE K AK3aMEHY CJIEIyET MMETh B BHUIY, UYTO OH SIBJISIETCS
UTOTOBOM (hOPMOM KOHTPOJII TO M3YYCHHUIO JIAHHOW Y4YeOHOH JUCIUIUIUHBI.
DK3aMeH NOoJpa3yMEBA€T MAKCUMAJIbHYI) KOHILIEHTPALMIO 3HAHUW U YMEHUH,
MPEANOJIAraloIINX MOJHOE U3YYEHUE MaTepraia JUCIUIIINHBI.

DK3aMeH MpoBOAUTCS B (OpME YCTHOTO coOeceqoBaHUs, BBINOJHEHUS
MUCHbMEHHOTIO 3aJ[aHus, TeCTa.

Pemenne mnpenopaBaTenss 00 MTONOBOM  OLIEHKE MPUHHUMAETCS IO
pe3yabTaraM YCTHOTO OTBETAa U BBIMOJHEHHOTO MHUCHBMEHHOIO (TE€CTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT ILIKaJIbl OI[EHKH.

B kadecTBe HUCTOYHMKA JOTOJHUTEIBHBIX MATEPUATIOB PEKOMEHIYETCS
MoJIb30BaThCsl MH(MOpMalMel OTKpbITOro jJocTyma cetu Internet (manHbIMU
UH(OPMAITMOHHO-TIPABOBBIX U 00Pa30BaTEIbHBIX MOPTATIOB, OPUITHATHHBIX CAUTOB
MUHHUCTEPCTB, BEAOMCTB, OTJEIbHBIX OPTraHU3allhil, JAHHBIMUA TOCYAapCTBEHHOU
CTaTUCTHKHU, pe3yJbTaTaMU JKCIEPTHO-aHATUTUYECKUX 0030poB). Kpome ToroO,
MO>KHO BOCIIOJIb30BaThCSI BO3MOXHOCTSIMH CITPABOYHO-TIPABOBBIX CHUCTEM, 0a3bl
KOTOPBIX COAEPKAT HE TOJIbKO TEKCT HOPMATUBHBIX aKTOB, HO U Hay4YHbIE CTaTbU
no pammunabiM  Bompocam  (Hampumep, CIIC  «Koncymprant  Ilmrocy).
PexomenmyeTcst Takke UCIOJIb30BATh AIEKTPOHHO-OMOIUOTEUHBIE CUCTEMBI.

10. Oco0eHHOCTH 0CBOCHUA AUCHMILIMHBI 1JI1 HHBAJIUI0B U JIUII C
OrpaHUYEHHBIMH BO3MOKHOCTSIMH 3I0POBbS

OO6ydeHue 0OyYarOIIMXCSI C OTPAaHUYEHHBIMU BO3MOXHOCTSIMH 37I0POBbBS
npu HEOOXOIMMOCTH OCYIIECTBISECTCS Ha OCHOBE aJalTHUPOBAHHOW paboueit
OporpaMMbl  C  HCMOJB30BAaHHEM  CIELHMAJIbHBIX  METOJOB  OOy4YyeHuss U
TUIAKTUUECKUX  MaTepuajoB, COCTAaBICHHBIX C  Y4€TOM  OCOOEHHOCTEH
NCUXO(U3NYECKOTO Pa3BUTHUS, HWHIUBUAYAIbHBIX BO3MOXKHOCTEH U COCTOSHUS
3JI0pOBBS TaKUX 00ydaronuxcs (00yyaromuerocs).
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B LETAX OCBOCHMS yaeOHOI pOrpaMmbl T CLUUTLTAHBI
«/[okymenmayuonnoe obecneuenue ynpasieHus» WHBAIAJAMUA W JIMLIAMH C
OTpaHUYCHHBIMUA BO3MOKHOCTSIMU 3/10pOBbsi THCTUTYT 0OecrnieunBaeT:

— JIUIS. UHBJIUJIOB M JIMI] C OFPAHUYEHHBIMU BO3MOXKHOCTSIMU 3JI0POBbSI 1O
3pEHHUIO: pa3MENIeHHE B JIOCTYMHBIX JJI 00Yy4aroluXcCs, SIBISIOUIUXCS CIIETIBIMU
Wi CIa0OBUIAIIMMHU, MeCTaXx M B aJanTUPOBAaHHOW (opme crpaBOYHON
uHOpMaAIlMM O pacHUCaHUM YYEOHBIX 3aHSATUH; NPHUCYTCTBUE ACCHUCTEHTA,

OKa3bIBAOIIETO oOy4Jaroniemycs HEOOXOUMYIO MIOMOILb; BBIITYCK
aIbTePHATUBHBIX (OPMATOB METOAUYECKUX MATEpUajoB (KPYMHBIM MPUPT HUIH
ayauoQaitier);

— JIIl UHBAJUOB U JIMIl C OTPAHUYECHHBIMH BO3MOKHOCTSIMU 3I0POBBSI 110
CIIyXY: HaJJIS)KAIUMHA 3BYKOBBIMHU CPEICTBAMH BOCIIPOU3BEICHIE HH(POPMAIINH;

— JUISL UHBAJIMJOB W JIMI[ C OTPAHUYECHHBIMH BO3MOXXHOCTSIMH 37I0POBBS,
UMEIOIIMX  HApYyIIEHUs  ONOPHO-ABUTATEIBHOIO  amnmapaTra:  BO3MOYKHOCTH
OecnpensaTCTBEHHOTO TOCTYIa 00yJaronuxcsi B y4ueOHbIe TTOMEIICHUS, TyaJleTHbIC
KOMHATHI U JPYTUE MTOMEIICHHUS, a TAK)Ke MPeObIBaHUE B YKa3aHHBIX TTOMEIICHUSIX.
OOyuaromuecs u3 uucna uHBaIUIOB U Jinil ¢ OB3 olecrieueHbl NEYaTHHIMU U
(MJIK) AJIEKTPOHHBIMU 00pa30BaTEIbLHBIMU pecypcamu B (hopmax, aJanTUPOBAHHBIX
K OrpaHMYEHUSAM HX 370poBbi. OOpazoBaHHe OOY4YaIOIIMXCA C OTPAHMYECHHBIMU
BO3MOYKHOCTSIMU 37I0POBbSI MOKET OBITh OPraHM30BAHO KaK COBMECTHO C JPYTUMU
00y4YaroImMuMUCs, TaK U B OTACJIBHBIX IPYINaxX WK B OTJAEIbHBIX OpraHU3aIUsX.

11. Ilepeyenb MHGOPMALMOHHBIX TEXHOJIOT U, NPO(eccHnoHAIBLHBIX 0a3
JAHHBIX, HCIOJIb3YEMbIX NPH OCYLIeCTBJIEHUN 00Pa30BaTeIbHOIO Npolecca
10 AMCHHUILIHHE (MOAYJII0), BKJIKYAas NepedyeHb NIPOrPpaMMHOI0 o0ecneYeHus
U MHGOPMAIHOHHBIX CIIPABOYHBIX CHCTEM

Oneparronnas cuctema (Microsoft Windows Iponpuemapnas);

[MTakeT opucHbix mporpamm (Microsoft Office Professional Iiponpuemapnas);

[IporpamMmMHOe oOecrniedueHue JUisi MPOCMOTPA 3JEKTPOHHBIX JOKYMEHTOB B
crangapte PDF (Foxit Reader GNU Lesser General Public License);

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

Opranuzanus BugeokoHdeperuuii (Anoexc-Teremocm)

Odunmaneueiii caiit denepaibHON CIY)Obl TOCYIAPCTBEHHONW CTATHCTHKHU
[DnexTponnslii pecype]. URL: gks.ru

HNubopmannoHHbIe CIIPAaBOYHBIE CHCTEMBI:

ABTOMaTU3MpOBaHHAs  HWHQOpMalMOHHAs  OWOIMOTEYHass  cHUCTEMa
Marc21SQL,;

CnpaBouHo-npaBoBas cucrema «KoncynbranT [1mrocy.
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12. MaTtepuajibHO-TEXHHYECKas 0a3a, He0OXoauMasi 1J1s1 OCyIIeCTBIEeHUS
00pa30BaTeJIbHOIO MPoLecca Mo AMCIHUIVInHE (MOYJII0)

ClIeIIHaJ'[Hfin()BaHHbIe AYJAUTOPUH:

YueOHast ayauTopust Il TMPOBEACHUS 3aHATUH CEMHHAPCKOrO THIA, KypCOBOTO
NPOCKTHUPOBAHUS (BBIMOJIHEHUS] KYpPCOBBIX paboT), TPYNIOBBIX W WHAWBUIYAIBHBIX
KOHCYJIbTAIM, TEKYIIEro KOHTPOJIS U MPOMEKYTOUHON aTTeCTalluy / KOMIIbIOTEPHBIN Ki1acc
/ momeneHue i CaMOCTOSATEILHON pabOoThI

TexHnueckue cpeacTsa 00y4eHus :

KOMIIBIOTEpP C NpOrpaMMHBIM oObOecriedyeHueM, YKa3aHHbIM B m.11, moctymoM Kk ceTH
«HTEepHET» M 00ECTIeYeHHEM JIOCTYIIA B MJICKTPOHHYI0 MHPOPMAIMOHHO-00Pa30BaTEILHYIO
cpeny

ClIeIIHaJ'[Hfin()BaHHbIe AYJAUTOPUH:

YuebHasg ayIuTOpus Ul IPOBEACHUS 3aHATHH JIEKIMOHHOIO THIA, 3aHATHH CEMHHAPCKOTO
TUIA, KypCOBOIO IIPOEKTUPOBAHUS (BBIIOJHEHUS KYPCOBBIX padoT), TpYIIOBBIX U
VHAMBUAYAJIbHBIX KOHCYJIbTAlUI, TEKYIIEr0 KOHTPOJIS U IPOMEKYTOYHON aTTeCTalluu

Texnuueckue cpeacTBa 00y4eHHUs :

MYHBTHMCHHﬁHBIﬁ KOMILJICKC

KOMITBIOTEP C MPOTPAMMHBIM 00€CTICUeHHEM, YKa3aHHbIM B I1.11
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