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1. llosgicHUTEIBLHAA 3aIIUCKA

Kypc «Ocnosvi  Oenonpouzeoocmea» 3aHMMaeT BaXXHOE MECTO IIpH
noAroToBke OakanaBpoB 1o HampaBiaeHuto 38.03.04 — TocymapcTBeHHOE U
MYHUIUTIATBHOE YIIPABJICHUE.

AKTYaJbHOCTh HW3YYEHUS JUCHUILTUHBI «OCHO8bI 0el0npou3so0Ccmea
OTIpEIEISIETCSl 3HAYUMOCTBIO POJIM JIOKYMEHTOB B MHPOBOM HH(DOPMAIMOHHOM
MPOCTPaHCTBE. B COBPEMEHHBIX YCIOBHUSX IS MOBBIMICHUS 3(P(HEKTUBHOCTH
YIPABJICHHUS] HEOOXOAUMO YIENIATh JOCTATOYHOE BHUMAHHUE COBEPLIEHCTBOBAHUIO
paboThl € JTOKYMEHTaMH, TaK KakK BCAKOE YIPABJIEHYECKOE pEIIEHUE BCerjaa
0asupyeTcst Ha HHPOpPMAIINH, Ha CIy>KeOHOM JoKkyMeHTe. Opranuzanus paboThl ¢
JIOKyMEHTaMU BIIUSET HAa Ka4eCTBO paOOThI armapaTa yrpaBieHUs, OpTaHU3aALMI0 U
KyJIbTYpy TpyAa YIpaBIE€HYECKHX paObOTHUKOB. OT TOro, HAaCKOJBKO
npoecCUOHANBHO BEACTCS JIOKYMEHTAllUs, 3aBUCUT YCIIEX YINPaBIEHYECKON
JEATEIIBHOCTH B IIEJIOM.

Llens  ocBoeHust  AUCHUIUIMHBI ~ «OCHOBbI  0elonpouz8oo0cmea» -
dbopMHpoOBaHUE Y CTYIACHTOB TEOPETUYECKUX 3HAHUK O (opMax U COJEPKAHHUU
YOPaBIECHYECKUX JIOKYMEHTOB, CUCTEME JOKYMEHTAllUM, TpaBUiIaxX JBUKECHUS
JOKYMEHTOB B OpraHHM3alldd [JIs Pa3BUTUS YMEHHI W HaBBIKOB COCTABJICHUS
JOKYMEHTOB B KOHKPETHBIX YIPAaBIECHYECKUX CHUTYalUsX B 3aBUCUMOCTH OT
Ha3HAYEHUs, COACPKaHUs U BUIa IOKYMEHTA.

3amaun JUCIIUIUINHEL:

1. M3yuuts 1enu, 3agauu, (YHKIUUA JEJIONPOU3BOJICTBA B COBPEMEHHBIX
OpraHU3alUsIX, YIPEIKICHUIX.

2. ChopmupoBaTh 3HaHUA OO0 OTEYECTBEHHOM ONBITE B  00JacTH
JeJI0NPOU3BOCTBA.

3. O3HAKOMUTBLCS ¢ OCOOCHHOCTSIMU COCTaBJICHUS U OPOPMIICHUS PA3TUUHBIX
BUJIOB JIOKYMEHTOB, TPUMEHAEMBIX B OpraHU3ANMSIX PaANIMUHBIX  (HOpM
COOCTBEHHOCTH.

4. N3yunts OpraHu3alMi0  JOKYMEHTOOOOpOTa  HAa  COBPEMEHHBIX
NpEANPUATHSIX.

5. N3yuuTs HOpPMATHUBHO-TIPABOBYIO 0a3y OpraHU3alMM JEJIOMPOU3BOJICTBA,
3aKOHOJIaTEIbHBIC U JIPyTMe HOPMATHUBHBIC aKThI (PeepaIbHOr0 U PErHOHATBLHOTO
YPOBHEM.

6. CdopmupoBaTh 3HaHUS O COBPEMEHHBIX HAIPABIICHUSIX PA3BUTUS U IMYTAX
COBEPILIEHCTBOBAHUSI IOKYMEHTALIMOHHOTO 00ECIIeYeHUs yIPABIICHHUS.



2. [lepeyeHb MUIAHUPYEMBIX Pe3yJabTATOB 00y4eHHS M0 TUCHUILINHE,
COOTHECEHHBIX C IJIAHMPYEMbIMHU pe3yJibTaTaAMH 0CBOEHHS 00pa3oBaTeIbHOM

NporpamMmblI

Huctumnaa «OcHogbl 0eonpou3so0cmea y4acTByeT B (HOPMUPOBAHUU

CIICAYIOIINX KOMIIETCHIIHH:

OIIK-4 - ctocoOHOCTH
OCYIIECTBIIATH JICTIOBOE OOIICHUE
U yOJIHYHBIE BBICTYIICHHS,
BECTHU IEPETOBOPHI, COBEIIAHMUS,
OCYILECTBIIATH JICTIOBYIO
MEPENNUCKY U NOAACPKUBATD
9JIEKTPOHHBIE KOMMYHHKAIIUH

3HaHus: OCHOBHBIX MOHATUH COBPEMEHHOTO
JIeJI0NIPOU3BO/ICTBA; HOPMAaTHUBHO-TIPABOBOMU 0a3bI
OpraHu3aluu JIEJIONPOU3BOCTBA B chepe

npodeccCHOHaIbHON eSTeIbHOCTH; IPABUII COCTABIICHHS,
00pabOTKM, JBMKEHHSA, XPAHEHUS U UCIOJIb30BaHUA
JOKYMEHTOB B OpPTaHHU3allMH; MpeIHa3HAUYCHUS U COCTaBa
OpPraHU3allMOHHO-NIPABOBBIX M PACHOPSAUTENIBHBIX
JOKYMEHTOB, UX ()YHKIHU ¥ TOpsiAKa pa3paboOTKH; OCHOB
JIeJIOBOTO OOILEHUS.

YMeHHA: OCYILECTBIATH JEIOBOE OOILEHUE; NMPOBOIUTH
IIEPEroBOphl; COBEIIAHMs;  pa3padaTbiBaTh JIOKAJIbHBIC
HOpPMAaTHBHBIC TOKYMEHTHI, perIaMeHTHPYIOLIHE
YIPaBJIEHYECKYI0  JESATENBbHOCTh;  BECTH  JIEJIOBYIO
NepenucKy, B TOM YHCIE€ C  HUCIOJIb30BAHUEM
COBPEMEHHBIX 3JIEKTPOHHBIX (hopM OOMEHa JeJI0BOM
uH(popManue.
HaBbiku: JIeI0BOTO oO01ieHus; yOJINYHBIX
BBICTYIJICHUW; BEIEHHUS TIEPErOBOPOB;  COCTABIICHUS
JIeNTOBBIX MIHCEM; HOJIEPXKKH JIEKTPOHHBIX

KOMMYHHKAIMI B cepe AeT0Npor3BOICTBA.

OIIK-6 - criocoOHOCTH perarhb
CTaHJapTHBIE 33/1a4U
npodeCcCHOHAILHON
JeSITeIbHOCTH HAa OCHOBE
MH(OPMaLIMOHHON U
6ubnorpadguueckoit KyJabTyphl C
npUMeHeHHEeM HH()OPMaIMOHHO-
KOMMYHHKAIIUOHHBIX TEXHOJOTHH
U C y4E€TOM OCHOBHBIX
TpeboBaHui HH(POPMAITMOHHON
0e3011aCHOCTH

3Hanun: OCHOBHBIX MH(}OPMALMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJOTHH B cepe opraHmzanuu
JEJIONPOU3BOJICTBA;  OCOOCHHOCTEH  COCTaBIEHUS U
opopmienus CIPaBOYHO-MH(POPMALMOHHBIX U
CIPaBOYHO-aHATUTHYECKUX JIOKYMEHTOB Ha OCHOBE
UHPOPMALMOHHOM U  OuOnIMorpaguueckon KymnbTypHI;
BUJIOB OOpalleHUil TrpakJjaH M TEXHOJOTUHl paboThl C
HUMH.

Ymenus: pemarb CTaH/IapTHbIE 3a/1a4u
npodeccuoHaTbHON JIESTENBHOCTH B obnactu
JIEJIONPOU3BOJCTBA € NpPUMEHEHHEM HH(GOPMaIMOHHO-
KOMMYHUKAIIUOHHBIX  TEXHOJOTHUH; MOJIb30BATHCSA
MH(OPMaLOHHO-CIIPAaBOYHBIMU CUCTEMaMH,
AIEKTPOHHBIMU OMOTMOTEYHBIMU pecypcamu u

KOMITBIOTEPHBIMH CIIPABOYHBIMHU MTPABOBBIMH CHCTEMaMH.
HaBpIku: moucka ¥ aHajaM3a HOPMATHBHBIX U MPABOBBIX
JIOKYMEHTOB, PErJIaMEHTHPYIOIIUX JEIOMPOU3BOJICTBO C
UCIIOJIb30BaHUEM HH(OPMAITIOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH, BEJICHHUSI JICTIONIPOU3BOICTBA u
IOKyMeHToOOopoTa B cdepe  npodeccHoHATBHON
JeITEIbHOCTH C  y4eTOM  OCHOBHBIX  TpeOOBaHMIA
UH(POPMALMOHHOM 0€301acHOCTH; paboTHhI c
00OpaIeHUsIMU TPaK/IaH.
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3. MecTO AUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOH MPOrpaMMbl

Juctummaa b1.6.20 «Ocnoswl denonpouszsoocmeay sIBASETCS OUCYUNIUHOU
6azo6ou uyacmu Y4eOHOTO IUIaHA TOATOTOBKH CTYJIEHTOB 10 HAMpPaBIICHUIO
38.03.04 — I'ocygapcTBEHHOE U MYHUIIMIAILHOE YIIPABJICHUE.

Iudp [IpenmectByromuye QUCHUIITUHBI [Tocnenyromume TUCHUIITMHBI
KOMIIETEHITNH y4eOHOTr0 IJ1aHa, B KOTOPBIX y4eOHOTO IJ1aHa, B KOTOPBIX
OCBaMBaECTCI KOMIETECHIIUS OCBaMBaETCA KOMIECTCHIIUS

Puropuxka (1 kypc)

OIIK-4 WudopmaninoHHbIE TEXHOJIOTUU B JlenoBble KOMMyHUKaUU
ympaBiaeHuH (2 Kypc) (4 xypc)

OITK-6 NudopmarimoHHbie TEXHOJIOTUH B JucuunnuHa siBisercs
ynpasieHuu (1 kypc) 3aBepHIaroIeil B JOpMHUPOBAHUH

JTAHHOUN KOMIIETEHIIUU

4. O0beM IMCHUIIMHBI (MOIYJIS) B 3a4€THBIX eIMHUIAX C YKA3aHHEM
KOJINYEeCTBA aKaJleMHYeCKHUX MM ACTPOHOMHYECKHX YaC0B, BbIIeJICHHBIX HA
KOHTAKTHYIO pa0doTy 00y4arOUXcH ¢ npenojaanarejaemM (1Mo BUAaAM Y4eOHbBIX

3aHATHI) U HA CAMOCTOSITEIbHYI0 Pa00Ty 00y4aKOIUXCA

O6mass TPyIOEMKOCTh OCBOEHHUS Y4EOHOM AUCHUIUIUHBI  «OCHOGbL
0eonpou3e00cmaea» COCTaBIISIET 3 3aueTHble eauHullbl uin 108 akageMudeckux
4acoB.

Bcero,
Kype 3 Kype aK.4yacoB
OO6mr1ast TpyT0EMKOCTH (BCETO aK. 9acoB / 3.€11) 108/3 108 /3
KonrtaktHas Jlekuunn 4 26
pabota [TpakTyeckne 3aHATHS 6 28
CamocTosiTenbHas pabota 97 97
Bun
IIPOMEKYTOUYHOU
aTTecTanuu 3auer 1 1
(xoHT.pab. /
caMocCT.pao.)




5. Coaep:xanue TUCHUIINHBI (MOAYJIs1), CTPYKTYPHPOBAaHHOE 10 TEMaM

(pa3aenam) ¢ ykazaHHeM OTBeIEHHOT0 HA HUX KOJMYECTBA aKaJeMHIeCKHX
WM ACTPOHOMHYECKHX YaCOB W BHIOB YUEOHBIX 3aHATHIA

Pacnpenesienue yacoB y4e0Hoi padoThI CTYIEHTOB

TpynoemMKkocTh Conepxanue
2 | o
= | &
HanmeHoBaHMe < | =18
N S| E| 8|8
0 pa3aciia qL') =1 <} Q
mucuMIUEbI (Tema) | R [ S| £ | &
= = o
Z| 2
o | o
=
3 Kypc
[Tpenmer, 3aa4H, CTpYKTypa
TUCIUILINHEL. Onpenenenue
MOHATUI «IIOKYMEHT»,
«IOKyMEHTUPOBAaHHAsI
UHpOpMALTHS «QJIEKTPOHHBIN
Baenerue B 01(<b peHl{-:) ,B rocyaa CTr];eHHI)IX
JMCIUILIHHY: AOEIM yaap
1. 10 1 - 5 |crammaprax, 3aKOHOIATENIBCTBE U
JIOKYMEHT B CHCTEME
JOKYMEHTOBEZICHUH.  B3auMoCBsI3b
yIPaBJICHUS .
HOHSATHIA WIOKYMEHT» "
«uHpopManus».  MecTto U poiib
JOKYMEHTOB B  YIpaBIECHHH Ha
coBpeMeHHOM  drane.  DyHKuUM
JTIOKYMEHTA.
Dopmyiist OKyMeHTa. TuIOBOM
OcHoBHbIE TIpaBUIIA q)opMynslp (I)[K nyTa DoPMVILS
odopmieHue PMYIBp - HOKYM ' PMYIAD
oOpasel. Cocras PEKBU3UTOB
yIPaBICHYCCKUX
JIOKYMEHTOB. TpeboBanus K
2. | 1OKyMeHTOB w11 -135
0o opMIIEHUIO PEKBHU3UTOB
JIOKYMEHTOB YCOP/[ B
coorBerctBuu ¢ ['OCT PD 6.30-
2003.
Ocobennoctu OpraHu3anuoHHO-
COCTaBJICHUS U pacnopsiiuTenbHas  JTOKYMEHTAIIUS.
oopmneHus JIOKyMEHTBI OpraHU3aluOHHbIE
OpraHM3alMOHHO- (yctaB, TMOJNOXEHUE), JOKYMEHTHI
NPaBOBBIX H pacnopsIUTENbHbIC
3. | pacmopsauTenBHBIX 8 - 1 5 | (mocranoBnenue, pacrnopsbKeHue,
JOKYMEHTOB. NpUKa3, yKazaHHe,  peIleHHE).
Hcnonp3oBanue PacniopsaiutenbHble JIOKYMEHTBI,
UH()OPMAIIMOHHO- U3/1aBacMble B YCITOBHSIX
CIIPABOYHBIX CHUCTEM, enuHOHaJanus (TpHKa3, yKa3aHue,
AIICKTPOHHBIX pacnopsDKeHNE) M KOJUICTHaIbHOCTH




OMOIMOTEYHBIX (pemenue, MMOCTAaHOBJICHUE).
peCypcoB 1 ITpaBuina o opMIIeHHUS.
KOMITBIOTEPHBIX Hcnonp3oBanue  uHGOPMAIMOHHO-
CIIPaBOYHBIX CIIPAaBOYHBIX CHUCTEM, AJIEKTPOHHBIX
IIPABOBBIX CHUCTEM B OMOIMOTEYHBIX pecypcoB u
obnactu KOMITbIOTEPHBIX CIPaBOYHBIX
JIEJIONPOU3BO/ICTBA. MIPABOBBIX CUCTEM B obrnactu
JIJIOPOU3BOJICTBA.
CrpaBoyHO-UH(POPMAIIOHHBIE u
CIIPABOYHO-aHAJIUTUYECKUE
JokyMeHThl. CripaBka Kak OCHOBHOM
JIOKyMEHT JaHHoro tuna. CropaBku
BHEIIHNE ¥ BHYTPEHHUE, IPOCThIC U
CJIOJKHBIE. Ocobennoctu
opOpMIIEHHSI aKTOB pPAa3HBIX THUIIOB
OcoOenHoctu (mopnucanue, YTBEPKACHUE
COCTaBJICHUS U CTPYKTypa TekcToBoi yactu). [louck
oopmIiIeHUS Y aHaJIU3 HOPMATUBHBIX W TIPABOBBIX
CIIPaBOYHO- 10 | AOKYMEHTOB,  pETIaMEHTHPYIOUHX
UH(OPMAIMOHHBIX U JIEJIOIPOU3BO/ICTBO. OcHoBBI
CIIPaBOYHO- BEJCHUS  JCNOMpPOM3BOACTBA  H
AHATTUTUYECKUX JIOKYMEHTOO000pOTa B chepe
JIOKyMEHTOB npohecCHOHANBHON NIEATENBHOCTH C
Y4€TOM  OCHOBHBIX  TpeOOBaHUI
nH(pOpMAMOHHOW  GE30IaCHOCTH.
JloKyMeHTUpOBaHUE KOJUIETHaIbHOM
JIeATEIbHOCTH, 0COOEHHOCTH
odopmiieHus: mpoTokoa. JloknanHele
u OOBSICHUTEIbHBIC 3aMKUCKU.
3asiBIICHUE.
Buner oOpamienuii rpaxgaH U UX
XapakTepucTuka. JIMUHBIA TIpUEM
rpaxaaH. YCTHbIE WM MHCbMEHHBIE
obOparenus rpaxnaad. [IpemioxeHus,
3asBIIEHUS, KAJIOObI, XoaaraiicTea u
JlokyMeHTupOBaHue netu. OCcoOEHHOCTH paboThl C
paboThI ¢ oOpalneHusMHU TpaxaaH. TexHomorus
oOpalleHusIMu paboTel ¢ OOpallleHUsIMU: JTUYHBII
rpaxnaan. [IpaBuna npueM rpaXKaaH; npueM u
JIEJIOBOTO OOIIEHUS U perucrpanus oOpareHuit;
JIEJIOBOM NEPENNCKH, B 10 | YBEAOMIEHHE 3aSBUTENL; KOHTPOIb
TOM YHCIIE C 3a CpOKaMu WCTIOJTHEHUS
HCIIOJIb30BaHUEM JIOKYMEHTOB; MH(OPMAITMOHHO-
COBpPEMEHHBIX ciupaBodHas paboTa; XpaHEHHE U

AIIEKTPOHHBIX (hopm
oOMeHa /1e710BOM
uHpopManue.

AHAJIN3 TIOCTYIIHUBHIUX O6paH_ICHI/II‘;I .

Bripabotka CTHIIS JIEJI0BOTO
oO01IeHus; MyOJINYHBIX
BBICTYHJIGHPIf/’I; BCJACHU
[IEPErOBOPOB.

OcHoBHblE —TpaBwia paboTBl ¢
MM CbMCHHBIMH O6paH_ICHI/ISIMI/I
rpaKJaaH. Ocobennoctu




COCTaBJICHUA JCIIOBBIX ITHUCEM;

MOAICPKKH ANEKTPOHHBIX
KOMMYHHUKAIHH B chepe
JIJIOPOU3BOJICTBA.

Opranu3zanus paboTsl

OpranuzaiinoHubie (HOPMBI CITY>KOBI
JOKYMEHTAI[HOHHOTO  00ecreueHHs
@dakTOophl, BIAUIIONINE HA UX BHIOOP B
YUPEKICHUSAX PA3JIHUUYHBIX YPOBHEH

CITYXOBI
yrnpapiaeHusi. THUIOBBIE CTPYKTYpbI
JIOKYMEHTAIlMOHHOT'O N
12 10 | menonpou3BOACTBEHHOU CITYKOBI.
oOecrnieueHus
OcHoBHbIE 3a7auu U  (QYHKUUHU
yIpaBIeHUSI.
CITY>KOBI JOKYMEHTAIUOHHOTO
obecrnieuenust ympasienus. [lonstue
(QIICKTPOHHBIA  CTHUJIH  PabOTHI»
oduca.
Opranuzaius JI0KyMEHTOO0OpOTa B
Texnonorns . emﬂeHIIl/H/I S TeXle)JIOFI/IFI
00paboTKu yiap )
00pabOTKH BXOASIINX, UCXOISAIINX U
yIpaBIeHYECKUX
BHYTPEHHUX JIOKYMEHTOB.
AIOKYMEHTOB. Perucrpanus JIOKYMEHTOB u
Hcnonp3oBanue 10 5 P M
KOHTPOJIb 3a CpOKaMHu ux
nH(pOpMaIMOHHO-
UCIIOTHEHUS. ABTOMAaTH3WPOBAHHBIE
KOMMYHHKAITHOHHBIX
. CHUCTEMBI PEruCTpallii U KOHTPOJIS
TEXHOJIOTHH B cepe
32 UCHOJHEHHEM JOKYMEHTOB, OIBIT
JIeJIONPOU3BO/ICTBA
ux npuMmenenusa Homenkiarypa nei.
[Tonsitue «perucrpanus
JIOKYMEHTOB. 3HaueHue
peructpanu  JAOKYMEHTOB ISt
yIpaBIeHYECKON JESITEIIbHOCTH.
[TpuHIMIIBI U TIpaBUIIa PETUCTPALNH
U HHJICKCUPOBAaHUS  JIOKyMEHTOB.
Cocras PETUCTPUPYEMBIX u
HEPETUCTPHUPYEMBIX JOKYMEHTOB.
Perucrpanus u Perucrparnmonnsie (b opMBL.
KOHTPOJIb UCIIOTHEHUS 8 10 | Xapakrepucruka COBPEMEHHBIX
JIOKYMEHTOB pPETUCTPAIlMOHHBIX  (QOpPM, COCTaB
uHpOpMAIUU W TOPSATOK  HX
3anonHeHuss. KOHTponb MCIOTHEHHS
ToKyMeHToB. Ero 3HaueHue B
yIpaBIeHIECKON JESATEIBHOCTH.
dopmupoBaHue  TpeOOBaHWNU K
OpraHU3aIlMi KOHTPOIS 32 CPOKaMU
MCIIOJTHEHUS JOKYMEHTOB B
JIeTIOTIPOU3BO/ICTBEHHOH CITyX0e.
dopMmupoBaHUE  J€d.  3HAUYCHHE
MIPABUIILHOTO OpPMHUPOBAHUS
Opranuzanus u p (bopmup
HOPSIOK JOKYMEHTOB B Jena Uil HX
p 10 10 | mocienyromero HUCHOAb30BAaHUS U

dbopMuUpOBaHUS eI
Howmenknarypa nen

xpaHeHusi.  OCHOBHBIE  TpaBUia
dbopmupoBanus nen. CoBpeMeHHas
HOPMaTHBHO-METOANYECKas 0a3a,




ompenenstomas  TpeboBaHHS K
(dbopMHpOBaHUIO Jen B
nenonpousBoncTee.  Ompenenenue
HOMEHKJIATYpPhI JIeJ, €¢ Ha3HaueHHeE.
Bunel  HOMeHKmaryp  gen, WX
0COOEHHOCTH. TpeboBanus
HOPMaTUBHO-METOANYECKUX
JOKYMEHTOB K COCTaBIICHHIO H
o(opmIICHHIO HOMEHKJIATYp JAEI.

10.

Opranuzanus
BEJIOMCTBEHHOTO
XpaHEHUs JOKYMEHTOB
U 00ecIieueHUe X
COXpPaHHOCTH

10

XpaHeHue JIOKYMEHTOB B
CTPYKTYPHBIX NOJPAa3JEICHUAAX
opranu3anui. OTBETCTBEHHOCTH 3a
COXPAHHOCTh JOKYMEHTOB.
Opranuzanusi CipaBOYHOM pabOThI U
MOPSAJOK BBIJAYM JOKYMEHTOB JUIS
BPEMEHHOI'O  IOJb30BaHUs  IIPU
XpaHEHUU HUX B  CTPYKTYPHBIX
MOpa3JCICHUAX. YYeT BbLIAYM el
BO BPEMEHHOE I10JIb30BaHUE.
XpaHeHue MAaIIMHOYUTAEMBIX
JOKYMEHTOB ¥  JOKYMEHTOB Ha
MarHUTHBIX HOCUTEJISX.

I1.

DKcrepTu3a eHHOCTH
JIOKYMCHTOB B
JIeTTOTIPOU3BOICTBE

OKcnepTh3a LEHHOCTH JTOKYMEHTOB.
HopmaruBHO-MeTOIM4ECKHE u
TEOPETUYECKHE OCHOBBI TPOBEICHHS
IKCIIEPTH3HI. TpeboBanus K
MPOBEJICHUIO SKCIEPTU3bl LIEHHOCTH
JIOKyMEHTOB.

12.

IToaroroBka u
repenayva Jiei B apXuB
OpraHu3aIuu

10

VYHudukanus TpeOOBaHUN K JaenaM,
cnaBaeMbIM B apxuB. HopmartuBHO-
METOINYECKHE MaTrepuabl
denepanbHON apXUBHOW CITyKOBI 00
odopMIIeHNUHN TeI. OcHOBHBIE
TpeOoBaHUs K O(OPMIICHUIO Jedl.
[TonHoe m yacTtuuHOe OdopMIIEHHE
nen. IlommmumBka nen. Hymepauus
JUCTOB. 3aBepuTelbHAs HAIIHUCH.
Buytpennsiss onuce. OdopmiieHue
00JIOKKH nen MMOCTOSHHOTO,
JOJTOBPEMEHHOTO XpaHEHHUS U II0
JINYHOMY COCTaBY. IIpaBuna
YaCTUYHOTO 0pOpMIICHHUS AeIl.

3adeT (xonr.pab. / camoct.pab.)

Uroro 3a 3 cemectp

108

97

10




6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs AJIs1 CAMOCTOSITEIbHOM
patdoThl 00YyYAKOIIMXCS MO JUCHHUIIMHE (MOTYJIIO)

CamocrosiTesibHAsA pad0Ta CTY/ICHTOB

Ne | Bunsl camoctosarensHol padoTsl | TpynoemkocTts, | Dopma KOHTPOIS
aK.4achl
1. | IIpopaboTka TeOpeTHUECKOro
Koncynpranus
MaTepuralia 1o KOHCIEKTaM
o . npenojaBatess,
JIEKIUM, peKOMEHAOBAHHOM 20 CTHOE
JUTEPATYPE, TOMOTHUTETBHBIM 4
co0eceoBaHNE
UCTOYHUKAM MHGOPMALINH
2. | IloaroroBka K NpakTUYECKUM BricTymuienue ¢
3aHSATUSM: TIOUCK HEOOXOAUMOM JTOKJIAJIOM,
nHdopmaru, oopadoTKa 40 npe3eHTaIus,
uH(pOpMaIK, HaKCAaHUE OTBETHI Ha
JOKJIaJa, TOATOTOBKA K IMCKYCCUOHHBIE
BBICTYIIJICHUIO (JIUCKYCCHUN) BOIIPOCHI
> IToaroToBKa K TEKyIIEM YerHoe
Y y 37 cobecenoBaHue,
KOHTPOJIIO (TECTUPOBAHUE)
TECTUPOBAHUE

Jlns caMoCTOSTENhbHOM paboThl MO AUCIUILIMHE (MOIYJI0) OOydJaromuecs
HCIIOJIB3YIOT CIIEAYIOINIee yueOHO-METOIUIECKOE 00eCIICUeHUE:

1. AcammmeB A. M. OcCHOBBI JIeJTIONIPOM3BOJICTBA: yueO. mocodue / A.M.
Acanue, 1.11. MuponoBa, E.A. Kocapesa, I'.I'. BykoBud. — 2-¢ u3f., UCHIp. U
gon. — M.: MHO®PA-M, 2017. — 146 c. — (Beicimee oOpa3zoBaHue:
bakanaBpuar). [D71eKTpOHHBII pecypcl. URL:
http://znanium.com/bookread?2.php?book=782839.

2. beikoBa T. A. JloKyMeHTallMOHHOE OO€CleueHue YyIpaBiIeHUs

(menompou3BoicTBO): yueO. mocodbue / T.A. beikoBa, T.B. Kysnemona, JI.B.
Cankuna. — 2-e usa., nepepad. u gon. — M.: UHOPA-M, 2017. — 304 c. + [om.
MaTtepHuabl [ JIeKTpOoHHbIN pecypc; Pexum gocryna http://www.znanium.com]. —

(Beiciiee  oOpaszoBanue: bakamaBpuar). [Onektponnblii  pecypc].  URL:
http://znanium.com/bookread2.php?book=762591.
3. [Tanacenko [O. A. lenonpou3BOACTBO:  JTOKYMEHTaLlMOHHOE

oOecrieueHue ynpaieHus: YueoHnoe nocooue / [lanacenko FO.A., — 3-e u3g. —
M.: PUOP, UHOPA-M, 2016. — 112 c¢. — (BO: bakanaBpuart). [DneKTpOHHbBIN
pecypc]. URL: http://znanium.com/bookread2.php?book=542773.

4 @DOHJT OIIEHOYHBIX U METOJUYECKUX MaTEPHAIOB IO JWCIUILUINHE
«OCHOBbL 0eIONPOU3BOOCBAY.
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7.MOH O1LIEHOYHBIX U METOAUYECKUX MATEPHAJIOB /1JIs1 IPOBeeHUsA
NMPOMEKYTOUHOM aTTecTAlMU 00y4YAKOIIMXCS M0 JUCHUILIHHE

7.1. IlepeyeHb KOMIIETEHIUI ¢ YKA3aHUEM 3TANOB UX ()OPMHUPOBAHUS B
npoiecce 0CBOeHNUsI 00pPa3oBaTeIbHOH MPOrpaMMbI

ITpouecc n3ydeHuss qUCHMILIMHBL « OCHOGbI 0e10npou3600cmea, HANPABIECH
Ha (QOpPMHUpPOBAaHUE CIEAYIOIUX KOMIIETEHIMI, OTpPaXCHHBIX B MAacIopTe
(dbopMUpOBaHUS KOMIIETCHIIHIA:

OIIK-4 - cmnocoOHOCTh OCYIIECTBISATH JENOBOE OOIIeHHE U MyOJUYHbIC
BBICTYIUICHHS, BECTH IIE€PETOBOPBI, COBEUIAHUS, OCYIIECTBISATH JICIOBYIO

MCPCIIUCKY U ITOAACPKNBATH 3JICKTPOHHBIC KOMMYHHUKAIIUH

Omansl popmuposanuss KomnemeHyuu

1 aTan 25Tan 3 sran 4 stan
Nudopmarimonasie
(opman OcHOBBI JlenoBeie
Puropuxka TEXHOJIOTUH B
JeJIONPON3BOACTBA KOMMYHUKAITUU
(1 xype) yIpaBJICHUH (3 xype) (4 kypc)
(2 kype) P P
OIIK-6 - cnocoOHOCTh pemaTh CTaHAApTHBIE 3aJayd  NpodeccHOHaTbHOU

NEeATEIbHOCTH HAa OCHOBE MH(POPMALMOHHON U OMOIMorpaduyeckoi KyJIbTyphl C
NpUMEHEHUEM HH(POPMALIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUH M C YYETOM
OCHOBHBIX TpeOOBaHUI MH(OPMALIMOHHON 0€30MacHOCTH

Omansl popmuposanusi KomnemeHyuu

1 sTam 2 JTan

WNHdpopMaimoHHbIe TEXHOIOTHUU B
yIpaBJIeHUU

(1 xypc)

OCHOBI)I lleJIOHPOI/BBO)ICTBa
(3 xypc)

12




7.2. Onucanue noxkasarteJei u KPUTEPHUEB OLICHUBAaHUS KOMHeTeHHI/Iﬁ Ha pa3/iMYHbIX 3Tallax ux (l)OpMI/IpOBaHI/IH,
OIIMCAHMC IIIKAJ OHCHUBAHUA

Kputepuu onieHnBaHus pe3yabTaToOB 00yUeHHUsI

% 3 5 [Inanupyemsle
= 5 q;) g Tm— He 3auteno 3a4TeHO 3auyTeHo 3a4TeHo
= o z (0-54 6annoB) (55-69 6amnoB) (70-84 6amna) (85-100 6amnoB)
© 7z
3 stan
3HaHuMA: He 3naer: JlemoHCTpHpYET JleMoHCTpHpYET JlemoHCTpHpYeT
- OCHOBHBIX TIOHATUH | - OCHOBHBIX TOHSATUH | YACTUYHBIC 3HAHMs Oe€3 | JOCTATOYHBIC 3HAHUSA B | BBICOKUH YPOBEHb
= COBPEMEHHOTO COBPEMEHHOTO rpyObIX OMIHOOK: 6a30BOM Oo0BEME: 3HAHUM:
= JIEIOTIPON3BO/ICTBA; JIEIOTIPOU3BO/ICTBA; - OCHOBHBIX TIIOHSTUH | - OCHOBHBIX TIIOHSTUH | - OCHOBHBIX IIOHSTHH
E HOPMATUBHO-TIPABOBOW | HOPMATHBHO-TIPABOBOM COBPEMEHHOTO COBPEMEHHOTO COBPEMEHHOTO
o 0a3bl opranuzanuu | 6a3sl OpTraHH3aIiy | IeJOMPOU3BOJICTBA; JIEIOMPOU3BO/ICTBA; JIeNIOTPOU3BOICTBA,
Z JICIIONIPOU3BOJICTBA B | JICJIOMPOU3BOJICTBA B | HOPMaTUBHO-TIPAaBOBOW | HOPMATUBHO-TIPABOBOM | HOPMATHBHO-IIPABOBOM
2 chepe chepe 0a3bl opranuzanuu | 6a3sl opranuzanuu | 6a3sl OpraHHU3aIiH
o§“ = npodeccnoHATEHOM npodeccrnoHaTbHOM JICJIONPOU3BOJICTBA B | JCJIONPOU3BOJICTBA B | JICJIONMPOHU3BOJICTBA B
=) = <« NEeSTeNbHOCTH, TPaBHII | NEATEIbHOCTH;  MpaBui | cdepe chepe cdepe
;‘ o:) < COCTaBJICHMUS, COCTaBJICHMUS, npodeccroHaibHOI npodeccuoHanbHOM npodeccnoHanbHOM
s 2 5 00paboTKH, ABWXKEHHUSA, | 00paOOTKU, JABIIKEHUS, | ACATEIbHOCTH; TMPaBUI | ACSITENLHOCTH; MPABWI | NEATEIbHOCTH; TMPaBUI
5 2 XpaHeHUs U | XpaHeHUs U | COCTaBJICHUS, COCTaBJICHHUS, COCTaBJICHHS,
g ™ HCIOIb30BaHUS HCIIOIb30BaHUS 00paboTKH, ABWXEHUSA, | 00pabOTKU, IBUXKEHHS, | 00paOOTKH, ABWKCHUS,
§ JTIOKYMEHTOB B | JIOKYMCHTOB B | XpaHCHUs W | XpaHEHUs W | XpaHeHUs u
2 OpraHH3aIi; OpraHH3aIii; HCITOJIb30BaHMS HCITOJIb30BaHUS HCITOJIb30BaHUS
2 MpeTHa3HAYCHUS U | TIpeTHa3HAYCHUS U | TOKyMEHTOB B | IOKYMEHTOB B | IOKYMECHTOB B
% cocraBa cocTaBa OpraHH3aIiH; OpraHu3aIuy; OpraHu3allvy;
= OpraHHU3aIMOHHO- OpTraHU3aIMOHHO- MpeTHa3HAYCHUS U | IpeTHAa3HAYCHUS U | IpeTHa3HAYCHUS u
O MIPaBOBBIX U | IPaBOBBIX U | cocTaBa cocTaBa cocTaBa
pacTopsANTEITHLHBIX pacopsANTEITLHBIX OpTraHHU3aIMOHHO- OpTraHW3aIMOHHO- OpTraHHU3aIMOHHO-
JIOKYMEHTOB, UX | TOKYMEHTOB, WX | IPaBOBBIX U | PaBOBBIX U | PaBOBBIX u
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byHkuit u  nopsaka | QyHKUMA U TOpsAKa | paclopsIuTEeIbHBIX pactopsAUTEIbHBIX pacnopsAUTEIbHBIX
pa3paboTku; OCHOB | pa3paboTKu; OCHOB | JOKYMEHTOB, UX | TOKYMEHTOB, UX | TIOKYMEHTOB, ux
JIEJI0BOT0 OOIIEHUS JIEJI0BOTI0O OOIIEHUS byHkumii w  mopsaka | yHkud w  mopsaka | QyHKOMH W TopsIKa
Jomyckaet rpyObIe | pa3paboTKy; OCHOB | pa3paboTKu; OCHOB | pa3paboTKu; OCHOB
OIINOKH. JIEJI0BOTr0 OOIIEHUS JIEJIOBOroO OOIIEHUS JIEJI0BOTI0O OOIIEHUS
Ymenus: He ymeer nnu JleMoHCTpUpYyET JlemoHCTpUpYyeT JleMoHcTpUpYyeT
- OCYIIECTBIISITh | IEMOHCTPHUPYET JacTUYHBbIC YMEHUs 0e3 | 0a30BbIid YPOBEHB BBICOKHI YPOBEHb
JIEII0BOE oOlIeHNe; | YaCTUYHbIC YMEHUS, rpyObIX OMIHOOK: YMEHHIA: YMEHHI:
MIPOBOINTH JOITyCKasi TpyObIe - OCYIIECTBIIST | - OCYIIECTBIISTH | - OCYIIECTBIISTh
MIEPETOBOPBL; OLIMOKU: JIEJI0BOE oOuieHue; | 1eI0BOe oOuieHue; | 1eI0BOe oOuieHwue;
COBCIIIAHUS; - OCYHIECTBIIATH JCIIOBOE | IPOBOJIUTH MIPOBOJIVTH MIPOBOJIUTH MTEPETOBOPHI,
pa3pabaThIiBaTh oO1IeHue; MIPOBOJMTD | IIEPETOBOPHI; MIEPETOBOPHL; COBEILAHUS;
JIOKQJIbHBIE MIEPETOBOPBL; COBCIIIAHUS; COBCIIAHUS; pa3pabaTsiBaTh
HOpPMAaTHUBHBIE COBEILIAHUS; pa3pabaThiBaTh pa3pabaTbIBaTh JIOKaJIbHBIE
JOKYMEHTHI, pa3pabarbiBaTh JIOKJIbHBIC JIOKQJIbHBIE HOPMATUBHBIC
peraaMeHTHpYoIIne JIOKaJbHbIE HOpPMAaTHBHbIE HOPMAaTUBHBIE JOKYMEHTBI,
YIIPaBIEHYCCKYIO HOPMATHBHEIC JIOKYMEHTHI, JIOKYMEHTHI, perIaMeHTHPYIOIINE
NesTeNbHOCTh,  BECTU | TOKYMEHTHI, peraamMeHTHpYoIIne perIaMeHTHpYIoIIne YIPaBIEHYECKYIO
JICIIOBYIO TIEPEIUCKY, B | PETIIaMEHTHPYIOIIHE YIIPaBIEHYCCKYIO VIIPaBIEHYCCKYIO JeSITeIILHOCTD; BECTH
TOM quclie C | yIpaBIeHYECKYIO NeSTeNbHOCTh,  BECTU | JESATENIbHOCTh;  BECTH | JIEJIOBYIO TMEPENUCKY, B
HCIIOJIb30BAHUEM JeSTEILHOCT;, BECTH | JICJIOBYIO TICPEIUCKY, B | JACIOBYIO TEPEIUCKY, B | TOM qucIie c
COBpPEMEHHBIX JICNIOBYIO TIEPENHCKYy, B | TOM qucle c | TOM qucle C | UCTIONIB30BAaHUEM
ANEKTPOHHBIX dbopM | Tom quUCIIe C | UCTIONTE30BaHUEM HCIIOJIb30BaHUEM COBPEMEHHBIX
oOMeHa JIEJIOBOI | UCTIOB30BaHUEM COBpPEMEHHBIX COBPEMEHHBIX ANEKTPOHHBIX bopm
uHpopmanuen COBPEMEHHBIX 3IEKTPOHHBIX (bopM | NEKTPOHHBIX ¢dbopM | oOmeHa b1 (0 (0):10) 7
AEKTPOHHBIX dopm | oOmeHa JIeNoBOM | oOMeHa JIenoBoi | MHpOpMarue
obmeHa JIENOBOM | MH(pOpMAaITHEH uHpopmarmen
uHpopmanuen
HaBbiku: He Bnaneer nnu JlemoHCcTpUpyeT JlemoHCTpHpYET JleMoHCTpHpYeT Ha
- JICJIOBOTO OOIIEHUS; | IEMOHCTPUPYET HU3KUH | YaCTUIHBIC BIIaJICHUS 0a30BbBIl YPOBCHD BBICOKOM YPOBHE
MyOIHMYHBIX YpOBEHbB BJIaJICHUS 0e3 rpyOBIX OIMUO0K BJIQ/ICHUS HABBIKAMHU: BIIa/ICHUE HAaBBIKAMHU:

BBICTYHHGHHﬁ; BEICHU

HaBBIKaAMMU:

HaBBIKaAMMU:

- JICIIOBOTO OOIICHMUS;

- JIeJOBOTr0  OOIIEHUS;
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TIePErOBOPOB;
COCTaBJICHUS JICIIOBBIX
MMHCEM; MOIICPKKHU
3IEKTPOHHBIX
KOMMYHUKaIUN B
chepe
JIEIOTIPOU3BOICTBA

- JenoBoro oOrieHwus;
MyOJINYHBIX
BBICTYIUICHHUH; BEICHUS
MIEPErOBOPOB;
COCTaBJICHHUS  JICIOBBIX
ICeM; HOJJICPKKH
AIIEKTPOHHBIX
KOMMYHHKAIUil B chepe
JeTONPOU3BOICTBA
JlonyckaeT rpyobie
OIIMOKHU.

- JICJIOBOTO  OOIIEHUS;
MyOJINYHBIX
BBICTYIUICHU; BEICHUSA
MIEPErOBOPOB;
COCTaBJICHUS JENOBBIX
TTUCEM; HOJICPIKKH
ANEKTPOHHBIX
KOMMYHUKaUK B
chepe
JIeTTOTIPOU3BOICTBA

MyOJTUIHBIX
BBICTYIUICHHI;, BEJICHHUS
MIEPErOBOPOB;
COCTaBIICHUS  JICIIOBBIX
MUCEM; MOJIEPKKH
AIEKTPOHHBIX
KOMMYHUKaIUM B
chepe
JIEJIIONPOU3BOICTBA

MyOJTUYHBIX
BBICTYIUICHUI;, BEIACHHUS
MIEPEroOBOPOB;
COCTaBJICHHSI  JICIIOBBIX
TUCEM; MO JIICPIKKH
ANEKTPOHHBIX
KOMMYHHKAIMi B chepe
JeTIOTIPON3BOICTBA
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OIIK-6

3HaHusn:

- OCHOBHBIX
nH(pOPMaITMOHHO-
KOMMYHHKAITHOHHBIX
TEeXHOJNIOTUH B  chepe
OpraHHu3aIu
JIeTIOTIPOU3BOICTBA;
ocoOeHHOCTeH
COCTaBIICHHSI u
odopmiteHuS
CIIPaBOYHO-
WHPOPMAIMOHHBIX U
CIPaBOYHO-
AHATUTUICCKUX
JOKYMEHTOB Ha OCHOBE
WHPOPMAIMOHHON U
oubnuorpaduueckoi
KYJIBTYPBI; BHJIOB
oOpanieHuit TpakaaH u
TEXHOJIOTUN paboThl C
HUMH

He 3naer:

- OCHOBHBIX
HH(pOPMaITMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHH B cdepe
OpraHHu3aluH
JIeTIOTIPOU3BOICTBA;
ocoOeHHoCTeH
COCTaBIICHHUSI u
oopmieHHs CIIpaBOYHO-
WH(POPMAIIMOHHBIX u
CIPaBOYHO-
AHATUTHYECKUX
JOKYMEHTOB Ha OCHOBE
MHPOPMAIIMOHHOM u
O6ubanorpaduueckoit
KYJIbTYPBI; BUJIOB

oOpallleHuil TpaxaaH H
TEXHOJIOTH paboThl C
HUMHU

Jomnyckaet rpyObie
OLIMOKH.

JeMoHcTpupyeT
YaCTUYHBIC 3HAHUS 0€3
rpyOBIX OIMHUOOK:

- OCHOBHBIX
HH(pOPMaITMOHHO-
KOMMYHHKAITHOHHBIX
TEeXHOJIOTHH B cdepe
OpraHu3aIH
JIeJIONPOU3BO/ICTBA;
0COOEHHOCTEN
COCTaBIICHUS u
odopmiteHHS
CIPaBOYHO-
WHPOPMAIMOHHBIX U
CIPaBOYHO-
AHATTUTHYECKUX
JIOKYMEHTOB Ha OCHOBE
nH(OpPMALIMOHHOW U
o6ubamorpaduueckoit
KYJIbTYPBI; BUJIOB
oOpalleHuil rpaxaaH u
TEXHOJIOTUI paboThl ¢
HUMU

JlemoHCTpUpYyET
JIOCTaTOYHBIC 3HAHMUSI B
6a3o0BoM o0BeMe:

- OCHOBHBIX
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TeXHOJIOTHH B  cdepe
OpraHu3aIuu
JIEIONPOU3BO/ICTBA;
ocoOeHHoCTeN
COCTaBIICHUS u
odopmIteHUs
CIPaBOYHO-
WHQOPMALIUOHHBIX |
CIIPaBOYHO-
AHATUTUICCKUX
JIOKyMEHTOB Ha OCHOBE
HH(pOpMAITMOHHOM u
oubanorpaduyeckoit
KYJIbTYpBI; BUJIOB
oOpallleHuil rpaxaaH u
TEXHOJOTHI paboThl C
HUMU

JleMoHcTpUpyeT
BBICOKUH YPOBEHb
3HAHUM:

- OCHOBHBIX
nH(pOpPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TexHoJoruii B  cepe
OpraHu3aIIH
JIeNIOTPOU3BO/ICTBA,
ocoOeHHOCTeH
COCTaBJICHUS u
odopmiteHus
CIPaBOYHO-
MH(OPMaLMOHHBIX 51
CIPaBOYHO-
AQHATUTUICCKUX
JOKYMEHTOB Ha OCHOBE
MH(OPMaLMOHHON 51
oubnorpaduueckoit
KYJIbTYPBI; BUJIOB
oOpamieHu#l TpaxiaaH H
TEXHOJOTUI pabdoThl C
HUMU

Ymenus:

- pemiath CTaHIApTHHIE
3aJjauu
npodecCuoHATBHON
JeSATeNbHOCTH B
o0nactu
JIeTIOTIPOU3BOJICTBA €
MIPUMEHEHHEM
MH(pOPMAIIMOHHO-
KOMMYHHUKAITHOHHBIX

He ymeer nnu
JIEMOHCTPHUPYET
YaCTUYHBIE YMEHUS,
JoTycKasi rpyOble
OLIMOKH:

- pemaTh CTaHJapTHHIE
3aJauu
npodecCuoHaTbHON
NesITeIbHOCTH B 00J1aCTH
JIEJIONPOU3BOJICTBA C

JleMoHCTpUpYyET
yacTUYHbIE YMEHUS 0e3
rpyOBIX OMINOOK:

- pemiath CTaHIApTHHIC
3aJjauu

npodecCuoHATBHON
JeSTeIbHOCTH B
obmactu
JENIONPOU3BOJCTBA €
MMPUMCHCHUCM

JleMoHCcTpHUpYyeT
0a30BbIil YPOBEHD
YMEHMM:

- pematb CTaHAapTHBIE
3aa4n

po¢eCCHOHATBHON
JESITEIIbHOCTH B
obmactu
JEIONMPOU3BOJCTBA  C
IMPUMCHCHUCM

JleMOHCTpUpYyET
BBICOKMH YPOBEHb
YMEHHUN:

- pemarb CTaHJIapTHHIE
3a]1a4uu

po¢eCCHOHATBHON

TSI TeNbHOCTH B
obnactu
JeOTPON3BOCTBA c
IMPUMCHCHUCM
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TEXHOJIOTHI;
I0JIb30BAThCS
HH(pOPMaITMOHHO-
CIPaBOYHBIMU
CHUCTEMaMH,
JNEKTPOHHBIMHU
OMOIMOTCYHBIMHU
pecypcamu u
KOMIThbIOTEPHBIMH
CIPaBOYHBIMHU
MPaBOBBIMU CUCTEMaMHU

MIPUMEHEHHUEM
UH(POPMAIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;
MOJI30BaTHCS
UH(POPMAIIMOHHO-
CIIPaBOYHBIMU
CUCTEMaMHU,
AJICKTPOHHBIMHU
OMOIMOTCYHBIMHU
pecypcamu u
KOMITbIOTEPHBIMH
CIIPaBOYHBIMU
MIPaBOBBIMU CUCTEMAMH

WH(POPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;
OJIB30BAThCS
MH(POPMAITMOHHO-
CIPaBOYHBIMU
CUCTEMaMHU,
INEKTPOHHBIMU
OMOJIMOTECYHBIMH
pecypcamu u
KOMITbIOTEPHBIMU
CIIPaBOYHBIMU
MIPaBOBBIMU CUCTEMAMHU

nH(pOpMaIMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHIL;
MOJIb30BATHCS
nH(pOpMaIMOHHO-
CIIPaBOYHBIMHU
CUCTEMaMH,
AIEKTPOHHBIMU
OMOIMOTECYHBIMU
pecypcamu u
KOMITBIOTEPHBIMU
CIIPABOYHBIMU
MIPABOBBIMU CHCTEMaMU

nH(pOpPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIL;
MOJIB30BAThCSA
nH(pOpPMaIMOHHO-
CIPaBOYHBIMU
CUCTEMaMHU,
ANEKTPOHHBIMU
OMOIMOTECYHBIMU
pecypcamu u
KOMITBIOTEPHBIMU
CIPaBOYHBIMHU
MIPaBOBBIMU CHCTEMaMU

HaBbiku:

- IIOMCKAa M aHajIu3a
HOPMATHBHBIX 17§
IIPABOBBIX JIOKYMEHTOB,
perIaMeHTHPYOIIX
JIeNIOTIPOU3BOACTBO €
WCTIOJIb30BaHUEM
MH(pOPMAIMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH, BeICHHS

JIeTIOTIPON3BOACTBA |
JOKYMEHTO000poTa B
chepe
npodeccnoHanbHOM
NESITeTPHOCTH C YIE€TOM
OCHOBHBIX TpeOOBaHUN
nH(OpPMaIIMOHHON
0e30macHOCTH; PabOTHI
c oOpareHusIMu

He Bnaneer niu
JEMOHCTPHUPYET HUZKUI
YPOBEHL BIIAJACHUS

HaBBIKAMU:
- TOUCKa U aHaIu3a
HOPMAaTHBHBIX u
MPaBOBBIX JIOKYMEHTOB,
perIaMeHTHPYIOIINX
JIeJIONPOU3BOJICTBO C
HCIIOJIb30BAHUEM
nH(}OPMAaLIMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHH, BEJICHUS
JEJIONPOU3BOCTBA U
JIOKYMEHT0000opoTa B
chepe
npodecCuoHaATbHON
NESATENIBHOCTH C Y4E€TOM
OCHOBHBIX  TpeOOBaHM

JleMoHCTpHUpYET
YaCTUYHBIE BIAICHUS
0e3 rpyOBIX OMHUOOK
HaBBIKAMU:

- TIOMCKa M aHalu3a
HOPMAaTHBHBIX u
MIPABOBBIX JIOKYMEHTOB,
periaMeHTHPYIOUX
JIEJIONPOU3BOJICTBO €
HCTOJIb30BaHUEM
nH(}OPMALIMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHM, BEICHUS
NEJIONPOU3BOJCTBA U
JOKyMEHTOOOOpoTa B
chepe
npodecCuoHaATbHON
JESATENBHOCTH C y4ETOM
OCHOBHBIX TpebOBaHUMN

JemoHcTpHpyeT
0a30BbIi YPOBEHD
BJIaJICHVSI HABBIKAMH:

- TIOMCKa M aHaJIu3a
HOPMAaTHUBHBIX u
IIPAaBOBBIX JOKYMEHTOB,
perIaMeHTHPYIOITIX
JIeNIOTIPOU3BOJCTBO  C
UCTIOJIb30BaHUEM
MH(POPMAIMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH, BeIeHUs
JeNOTIPOU3BOJICTBA U
JOKYMEHTOO0OpoTa B
chepe
npodeccHoHaNBHOM
NEeSITETHHOCTH C YIETOM
OCHOBHBIX TpeOOBaHMIA
nH(OpMaLOHHON

JleMOHCTpHUpYyET Ha
BBICOKOM YPOBHE
BJIaJACHHUEC HaBbIKaMU:

- TOMCKa U aHalu3a

HOPMAaTHUBHBIX u
NPaBOBBIX JOKYMEHTOB,
perIaMeHTHPYIOITIX
AETONPOU3BOACTBO  C
WCTIOJIb30BaHUEM
MH(pOPMAIMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH,  BEIEHUS

JETONPON3BOACTBA |
JOKYMEHTOO0OpoTa B
chepe
npodeccuoHaNbHOMI
JESTeTHbHOCTH C Y4eTOM
OCHOBHBIX TpeOOBaHMM
1H(OPMalMOHHON
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Ir'paxxaaH

nH(pOpPMaITMOHHOM
0e30macHOCTH; pPabOTHI C
OOpalIeHUs MU TPaXKIaH
Jomyckaet rpyobie
OIIMOKHU.

HH(pOPMAITMOHHOM
0e30macHOCTH; PabOTHI
c oOpareHusIMu
rpaxkJaaH

0e30macHOCTH; PaOOTHI
c o0palIieHus MU
rpakJIaH

0e30macHOCTH; pabOThI ¢
oOpaleHus MU TpaxkaaH
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7.3. TunoBble KOHTPOJIbLHBIE 32JaHNS WIN HHbIEe MATEePHAJIbI, HEOOXOAUMbIE
JUISl OLIEeHKH 3HAHMM, yMeHMIi, HABBIKOB U (MJIM) ONbITA J1eSITeIbHOCTH,
XapaKTepu3yIHKX 3Tanbl (OPMUPOBAHMS KOMIIETCHIMH B NpoLecce

OCBOCHHS 00pa30BaTeJbLHOM NPOrPaMMBbl

7.3.1 Tunosbie BONPOCHI K 3a49€Ty

FOCYI[APCTBEHHLIPI MHCTUTYT ODKOHOMUKHU, PUHAHCOB, ITPABA U TEXHOJIOTUI
Kadeapa rocy1apcTBeHHOro 1 MyHMIMIIAJIbHOTO YIIPABJIEeHHS
BUJIET K 3AYETY Nel
ITo gucimmanae «OCHOBBI JIETOIPOU3BOICTBAY
2017-2018 yy.roa

TeopeTruyecKkre BOIPOCHL:
Tecrt 1.
[IpakTuko-opueHTHpoBanHOoE 3ananue Nel

H.o.3aB. kadenpoii rocy1apcTBEHHOTO

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

FOCYHAPCTBEHHbIﬁ MHCTUTYT DKOHOMUKHU, PUHAHCOB, ITPABA U TEXHOJIOTUU
Kadenpa rocyrapcTBeHHOro 1 MyHHIUNAJLHOTO YIIPABJICHHSA
BUJIET K 3AYETY Ne2
ITo gucimmianie «OCHOBBI JIET0NPOU3BOICTBAY
2017-2018 yu.roa

TeopeTuyecKkre BOIPOCHL:
Tecr 2.
[IpakTUKO-OpUEHTHUPOBAHHOE 3aganue No2

WN.o.3aB. kadenpoit rocy1apcTBEHHOTO

Y MYHULIMIIAJIBHOTO YIIPABJICHUS KaHa.moauT.Hayk Skumuyk H.H.
(noonucwv)

IIpumep Tecra.
Tecr 2 Ilpasunvnvix eéapuanmoe omeemos mosicem 0vimov HECKOIbKO
1. B kakoM cirydyae npaBWIbHO 0OPMIIeH PEKBH3UT «Apecar»:
1.1. 603400, r. Huxuauit HoBropon
I'CII-57 np. I'arapuna 46,
BBKY, kab. 315
H.T. ITaBnoBy
1.2 B xomuTeT 0 genaM MOJIOAEKU
Anmvunuctpanuu Cankr- [letepOypra
r-ny [Ipusanosy T.IL

1.3 ['en. nupexTopy
3A0 «Muxpon»
r-uy Hukutuny O.b.

14 Cemenonoit H.H.
np. [IpocBenienus, a. 6, KB. 22,

19




r. Caparos, 305243

2. B kakoMm ciiyuyae nNpaBujibHO 0(hopMJieH PeKBU3UT «OTMETKA 0 HAJINYNHU
NPUJI0KEHUS», €CJIU MPUJIAraeMblii JOKYMEHT B TEKCTe CJIy:KeOHOIro muchbma
He Ha3BaH?
2.1 [Tpunoxenue: [loctaHoBeHUE Ha 2 1.
2.2 [Tpunoxenue: Ha 3 1. B 2 3K3.
2.3 [Tpunoxenue: 1. CipaBka 0 CONIaCOBaHUU MPOEKTA HA 2 JI.
2. OT3BIBBI 110 IPOEKTY Ha 3 J1. B 3 3K3.
3. PexBusut «cnonnurenby» oGopmiseTcs caeayromuM 00pa3om:
3.1  HWcn. Kanununa I'JI. 245-67-12
3.2 CrenanoB Ban ®enoposuy 145 23 80
3.3  Kimmmosna (89) 561-54-45
3.4 TI'N. HoBukoB
12317 39
4. B cocraB pekBu3uTa «OTMETKA 0 3aBePeHUN KOMUMW> BXOIST:
4.1 CnoBo «BepHo», HANMEHOBaHNE JOJKHOCTH, JINYHAS TIOJAIUCH, AaTa.
4.2  Cnoso «BepHO», HAMMEHOBAHUE JTOJKHOCTH, JIMYHAS ITOAIHKCH,
paciudpoBKa, MOANKCH, JaTa.
4.3 CnoBo «BepHo», HauMEHOBaHME JOJPKHOCTH, JlaTa.
5. B kakoMm ciiyyae NpaBuJIbHO 0(pOPMJIEH PEKBU3UT «3ar0JI0BOK»?
5.1  Ilo nuuyHOMY COCTaBy
5.2 O npubopax «PotoH-320»
5.3 «O0 yTOUHEHUH IITATOBY.
5.4 OO0 obecrieueHUN KOHTPOJISL.
6. B xakoMm ciiyuae npaBuibHO opopmiieH pekBU3UT «'pud yrBepxaeHus»?

6.1 VYrtBepxneH
IIpuka3 nupexropa HIN
«lleMeHT»

12.05.2003 Ne 43-n1

6.2 «<YTBEPXIAEH O»
[Iporokosiom cobpanus
ot 24.10.2003 Ne. 58

6.3 VTBEPXIIAIO

[Ipopekrop no yuebHoil pabote

JInunasa noanuces H.W. IIpoxopos

17.08.2003

7. Pe3onronmio Ha cJIy:keOHOM MUCbMe CJIeAyeT MUCATh:

7.1 B 3aroioBOYHOM YacTH TOKyMEHTa Ha CBOOOJHOM OT TEKCTa MECTE.
7.2 Iloxm TekcToMm.

7.3 Ha mro60oM cBOOOIHOM OT IPYT'HX PEKBU3UTOB MECTE.
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8. OTTHCK NeYaTu NPOCTABJISETC:

8.1 Ha mo6om cBoOOAHOM MecTe HUKe pekBu3nTa «Iloamuchy.

8.2 Ha cBob6ogHOM MecTe JieBee MOINMCH, ¢ YACTUYHBIM MEePEKPHITUEM JIMUHON
MIOJIIUCH.

8.3 Ha cB0oO0OgHOM MecTe, ¢ YaCTUYHBIM MEPEKPHITHEM JIMYHOMN TTOAMKUCH U
HaVMEHOBAaHHUS JTOJDKHOCTH.

9.JlokyMeHT, He U31AI0IIUIicsl HA OCHOBE €IMHOHAYAIUA:

9.1 Vka3ml

9.2 Ykazanus

9.3 IIpukassl

9.4 Pemienue (s1).

10. JlokymeHT, He OTHOCAIIUICH K HH(POPMAIIMOHHO- CTIPABOYHBIM:

10.1 ITnucema.

10.2 ToknagHsie, clIy>keOHBIC U OOBSICHUTEIBHBIC 3AMCKH.

10.3 Caopaskwu.

10.4 AKTBI.

10.5 dorosop.

IIpyMep NpaKTHKO-OPHEHTHPOBAHHOIO 32/ IaHHU.

Ilpakmuko-opuenmupogannoe 3adanue Ne 1:

[Ipencenarens deaepaabHOr0 roCyaapCTBEHHOTO OIOMHKETHOTO YUPEKIACHUS
Hayku DenepanbHbli HUCCIEAOBATENBCKUN HEHTp "KapenbCKuil Hay4YHBIA LEHTP
Poccuiickoit akanemuun Hayk" (cokpamri. - KapHI[ PAH) O.H. baxmer 15 wmas
TEKYLIEro roja u3jai U noAmnucan pacnopsskeHne 00 y4acThH B OOILIETOPOACKOM
cyo0oTHuke. OO1eropojackoil cyO00OTHUK MO YOOpKe ropojia MoJ JAEBU30M
«JIrobuMoOMy TOpOay — JOCTOMHYHO YHUCTOTY» MPOBOAWICS AJIMUHHUCTpalUEH
r.Ilerpo3aBojcka 18 Mas Tekymiero roaa.

CocraBpTe PacnopsbkeHre, B KOTOPOM MPEANKCHIBAETCA MOAPA3AECICHUAM
KapHIIl PAH npunsate yuactue B 0011€TOPOJACKOM CYOOOTHHUKE HA MPHIIETAIOIINX
Kk lleHTpy TeppuTOpUsIX M B NPOU3BOACTBEHHBIX MOMELICHHUSIX. OpraHu3anus
paboThI 110 YOOpKE TEPPUTOPHH BO3JIaraeTCs Ha HadaJbHUKA aJMUHUCTPATHBHO-
XO3SMCTBEHHOTO ortaena  B.Il.Mapkosy. HavanbHuky ~ aBTOXO03sMCTBA
O.B.Py6anoBy mpeanuchiBaeTCsi BBIACIUTH aBTOTPAHCIOPT JJisi BBIBO3a MycCOpa.
Hcnonnurens pacnopsixenns OkarbeBa C.b.

7.4. MeToanueckue MaTepuaJibl, ONpeaesomue Npoueaypbl OleHNBAHUS
3HAHUH, YMEHHU, HABBIKOB MJIM ONBITA AEATEeJbHOCTH, XaPAKTEPU3Y0IIHe
3Tanbl (OPMUPOBAHUA KOMIIETEHIIM A

B TUDODIIT ans oueHKW 3HAHUN, YMEHUN, HABBIKOB WU (WJIM) OIbITa
JIEATEIIBHOCTH HCIOJIb3yeTCsl OayuibHO-peiThHTrOBas cucrema. l[lox OGamibHO-
PEUTUHTOBOM CUCTEMOW MOHUMAETCA CUCTEMA KOJMYECTBEHHOM OLIEHKM KadyeCcTBa
ocsoeausi OIl BO. Ilpu sToM wu3ydaemas JUCHUIUIMHA JEJIUTCA Ha P
CaMOCTOSITEJIbHBIX, JIOTHYECKH  3aBEpPIICHHBIX pa3lesioB  (Moaynei)  ms

IMPOBCACHUS 110 HUM KOHTPOJIbHBIX MGpOHpHHTHﬁ.
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Texymmii KOHTPOIL MPEACTABIIET COOOW MPOBEPKY YCBOCHUS y4eOHOTO
Marepuaia  TEOPETUYECKOTO0 M MPAKTHMUECKOrOo  XapakTepa,  PeryJspHO
OCYUIIECTBIISIEMYI0 Ha TPOTHKEHUU cemecTpa. K I0CTOMHCTBAM MaHHOTO THIMA
OTHOCUTCSI €ro CHUCTEMAaTUYHOCTb, HEMOCPEICTBEHHO KOppEIupyromascs ¢
TpeOOBaHHEM MOCTOSIHHOTO U HEMPEPHIBHOIO MOHUTOPUHTA KauecTBa OOy4eHHUs, a
TaKKe BO3MOKHOCTb OAJITbHO-PEUTUHTOBOM OLICHKHU yCIIEBAEMOCTH
oOyuaronuxcs. K ocHOBHbIM (hopmMaM TeKyIero KOHTpOJIs (TEKyIIeil aTTecTalumn)
MOYHO OTHECTH YCTHBINM OMPOC, MUCbMEHHBIC 3aJIaHUsI, KOHTPOJIbHbBIC PAOOTHI.

[IpomexxyTouHast arrectanus, KaKk MpPaBHIIO, OCYUIECTBISETCS B KOHIIE
CEMECTpa U MOXET 3aBeplIaTh U3YYEHUE KaK OTIACIbHOW JAMCLMIUIMHBI, TaK U €€
pasnena (pa3aenoB) /Moxyis (Moxyneit). [IpomexyTodHas arTecTtanus MOMOTaeT
OLICHUTH 00Jiee KPYMHBbIE COBOKYITHOCTH 3HAHUN U YMEHUMN, B HEKOTOPBIX CIydasix
— gaxe (QopMUpOBaHUE OIPEICICHHBIX NPO(HECCHOHATBHBIX KOMIIETEHLIUMN.
JlocTOMHCTBA: TMOMOTAeT OIEHUTh OoJiee KPYMHbIE COBOKYIMHOCTH 3HAHUA U
yMEHUN, B HEKOTOPBIX CiIy4asx — Jaxe (HOpMUPOBAHHE OIpPENeTIEeHHBIX
npodeccuoHanbHbIX KoMmmeTeHui. dopma NpPOMEKYTOYHOM aTTecTaluud 10
muctutuinHe  "OcHoswl  denonpou3goocmea': 3adeT. Tekyluid KOHTPOJIb U
MPOMEXKYTOUHAsl aTTecTalvs TPAJAUIMOHHO CIYXaT OCHOBHBIM CPEIACTBOM
oOecrieueHus: B yueOHOM TpoIecce «0OpaTHON CBSI3W» MEXIy MpernojaBaTeieM U
oOy4JaronmMmcsi, HEOOXOAUMOM JJIsi CTUMYJIUPOBAHUS PabOTHl OOYYaIOIIUXCA U
COBEPIICHCTBOBAHUS METOJIUKHU MIPENOAaBaHUS YUEOHBIX TUCIUILINH.

[lo pe3ynapTaTaM HpPOMEXKYTOYHOM aTTECTAllMU CTYJIEHTY 3aCUUTHIBAECTCS
TPYAOEMKOCTh  JTUCHMIUIMHBI B 3aU€THBIX  €JUHHUIAX,  BBICTABISAETCS
muddepeHupoBaHHas  OLIEHKA B NPHUHATOM  By3€  CHUCTeMe  0ailios,
XapaKkTepu3yrolas Ka4eCTBO OCBOCHHS CTYICHTOM 3HaHUM, YMEHHUM U HABBIKOB 10
ATOW JUCIUILIHE.

YPOBHHM OCBOEHUA JUCHHUITJINHBI

MuHUMaTBHBIN OcHoBHOM IIpoBUHYTBII
bannvl 55-69 70-84 85-100
Ouenka 3a4TEHO

Ouenka «3auyteHo» (Oosiee 55 OannoB) CTABUTCSA, €CJIM OOyYarolUics
OCBOWJI TIPOTPAMMHBIM MaTepuaja BCEX pa3/esioB, 3HAST OTHACIbHBIC JETalH,
MOCJICIOBATEICH B HW3JIOKCHUM  IPOTPAaMMHOTO  MaTepuiayia,  BIIaJeeT
HEOOXOJMMBIMA yMEHUSMH W HaBBIKAMH TIPH  BBIMOJHECHUU TIPAKTHYCCKUX
3aJIaHUM.

Ornenka «He 3a4TeHO» (MeHee 55 0aioB) CTaBUTCS, €CIU O0ydJarouuics
HE 3HACT OTJCIbHBIX Pa3JejOB IMPOrpaMMHOr0 MaTepHaia, HEIOCIICIOBATCIICH B
€ro H3JI0KEHWH, HE B TIOJHOM Mepe BialeeT HEOOXOMWMBIMU YMEHHUSIMU H
HaBBIKAMH IIPY BBITTOJIHEHUH MPAKTUICCKHUX 3adaHUM.

8. IlepeyeHb OCHOBHOM M JONOJIHUTEJIBHON Y4eOHO JIUTEepaTypHhl,
HEe00X0AMMOii 17151 0CBOCHUS TUCUHUILIMHBI (MOYJIA)

a) HOPMATHBHbIE IPABOBbIE AKTHI:
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5. Koucturymus Poccuiickoir ®@enepanuu ot 12.12.1993r. (npunsTa
BCEHApOJHBIM TrojocoBanueM 12.12.1993) (¢ yuéroM mMomNpaBOK, BHECEHHBIX
3akoHamu P® o nompaBkax k Konctutymum P® ot 30.12.2008 N 6-®K3, ot
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-OK3).//
Co0panue 3akoHogatenbcTBa PO. - 04.08.2014. - ¢31. - c1. 4398.

6. Tpynosoit konekc Poccuiickoir deneparnuu ot 30.12.2001 N 197-03
(B pen. ot 31.12.2017). // «Cobpanue 3akonogatenscta POy». - 07.01.2002. - N 1
(dacts 1). - cT. 3.

7. "O6 uHpopmanuu, HUHPOPMAIMOHHBIX TEXHOJOTHUSX W O 3alluTe
unpopmanuu". @DenepanbHbiii 3akon ot 27.07.2006 N 149-®3 (pea. or
25.11.2017) (¢ w3m. m gmom., Bctym. B cmiry ¢ 01.01.2018)// "CobGpanwue
3akoHojatenscTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

8. «O0 apxuBHoM gene B Poccuiickoit ®denepanumn». denepanbHbIil
3akoH oT 22.10.2004 N 125-®3 (pen. ot 28.12.2017). // «Cobpanue
3akoHomaTenbcTBa POy, 25.10.2004. - N 43. - cT. 4169.

0. «O0 ytBepxkaeHun IlpaBun nenonpousBojcTBA B (eaepalbHbIX
opraHax HCHOJHUTENbHOU Biactw». I[locranoBnenue IIpaBurensctBa PP ot
15.06.2009 N 477 (pen. ot 26.04.2016). // «Cobpanue 3akoHOAaTEIHCTBA PD). -
22.06.2009. - N 25. - ct. 3060.

0) OCHOBHAasI JIMTEpPaTypa:

10. AcamueB A. M. OcHOBBI Jien0NpoU3BOJICTBA: yueO. mocodue / A.M.
AcammeB, 1.11. MuponoBa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-e usa., ucnp. u
aon. — M.: MHOPA-M, 2017. — 146 c. — (Beicmee oOpa3zoBaHue:
bakanaBpuar). [OneKkTpOHHBIN pecypcl. URL:
http://znanium.com/bookread2.php?book=782839.

11. beikoBa T. A. JlokymMeHTauMOHHOE OOECHEYEHHE YINpPaBICHUS
(menmompoun3BojicTBO): yueb. mocodbue / T.A. breikoa, T.B. Ky3nemnona, JI.B.
CankuHa. — 2-€ u3j., nepepad. u gomn. — M.: UHOPA-M, 2017. — 304 c. + [om.
MaTepHuabl [ DJIeKTpOHHBIN pecypc; Pexum gocryna http://www.znanium.com]. —
(Beiciiee  oOpazoBanue: bakamaBpuar). [Dnextponnbiii  pecypc]. URL:
http://znanium.com/bookread?2.php?book=762591.

12. TIlamacenko 0. A. Jlenonpou3BOJACTBO: JTOKYMEHTAIlMOHHOE
obecricueHue ymnpapjiaeHus: YaebHoe nmocooue / [Tanacenko 0. A., — 3-e m3g. —
M.: PUOP, UH®PA-M, 2016. — 112 c. — (BO: bakanaBpuar). [D1eKTpOHHbIN
pecypc]. URL: http://znanium.com/bookread2.php?book=542773.

B) JIONOJIHUTEJIbHAA JIUTEpaTypa:

13. Amngpeesa B.W. Jlenonpon3BoacTBO: opraHu3anus U BeaeHue. — M.:
KnoPyc, 2013. — 294 C. [ DneKTpOHHBIMN pecypcl]. URL:
https://www.book.ru/book/907458.

14. bBacakoB M.M. [loxymeHTanimoHHOE oOecredeHue yrpaBieHus (c
ocHoBaMu apxuBoBefeHus). — M.: KuoPyc, 2016. — 216 c. [DnexTpoHHBII
pecypc]. URL: https://www.book.ru/book/918426.
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15. JloxymeHTanimoHHOE OOECMeYeHUEe YIPABICHUYECKUX TPOIECCOB:
monorpadus / JI.B. llupokosa, N.A. ActadpreBa. — M.: Pycaiinc, 2016. — 110 c.
[DnexTponHbIi pecypc]. URL: https://www.book.ru/book/921995.

16. KupcanoBa M. B. Kypc nenonpous3BoACTBa: JIOKYMEHTAIlMOHHOE
oOecrieu. ympasi.: Yue0. noc. / M.B.Kupcanosa, FO.M.AkceHoB — 6 u3., Uctp. u
non. — M.: HUIl UH®PA-M, 2014. — 256c¢. + ( domn. Mar. znanium.com). —
(BO: bakanaBpuar). [ DNEKTPOHHBII pecypcl. URL:
http://znanium.com/bookread2.php?book=460967.

17. Pazmopoxnbidi A. A. JIOKyMEHTHUPOBAHHME  YHIPABICHYECKOU
nesTenpHoCTH: YueOHoe mocooue/Pazmopoxusnii A. A. — M.: HULl UHOPA-M,
2016. — 304 c. — (Bwicmiee oOpaszoBanme: bakamaBpuar). [DIeKTpPOHHBII
pecypc]. URL: http://znanium.com/bookread2.php?book=542806.

18. Coxonosa O.H., Akumoukuna T.A. JlokyMeHTallMOHHOE 0OecTieueHne
yIOpaBJICHUs B OpraHu3aluu: ydeOHoe mocobue s OakanaBpoB — M.:
M3narensctBo  KnoPyc, 2016. — 156c¢. [Dnexktponubii pecypc]. URL:
https://www.book.ru/book/918509.

19. UepnoBa C.I. JlokyMeHTallMOHHOE OOECIeYeHUE YIpaBICHUS
[DnexTpoHHBIN pecypc] : yueb. mocooue / HoBocubd. roc. arpap. yH-T, DKOH. (ak.
— HoBocubupck: 3omoroit konoc, 2014 - 106 c¢. [Dnekrponusiii pecype]. URL:
http://znanium.com/catalog.php?bookinfo=516760.

9. Ilepeuennb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
«HTEpHET», HEOOXOAMMBIX /IJI51 OCBOCHMS AU CIUILIUHBI (MOYJIA)

OnexkmpoHHvle npoghunvible OA3bl OAHHLIX/ Calimbl.

1. Bcepoccuiicknii HAy4YHO-HCCIIEA0BATEIbCKUN NHCTUTYT JOKYMEHTOBEACHUS
u apxuBHoro gena (BHUMIAH). [Onexrponnsii  pecypc].  URL:
http://www.vniidad.ru

2. I'mnpaus ynpaBiasiOnMx JOKyMeHTauueun. [DmektponHbid pecypc]. URL:
http://www.gdm.ru.

3. XKypHan pAenonpousBOACTBO W JOKYMEHTOOOOPOT Ha MNPEAIpHSITHH.
[OnexTponnsIil pecypc]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

4. Tapant. [DnextponHslil pecypc]. URL: http://www.garant.ru/.

5. ®enepanbHas apxuBHas ciayxk6a Poccum (PocapxuB). [DieKTpOHHBIM
pecypc]. URL: http://www.rusarchives.ru.

6. MuadopmanroHHbIH nopTail. [DJIeKTPOHHBI pecypc]. URL:
http://www.document.ru.

10. Meroguveckue ykazaHus JJ1s1 00y4alOIIUXCHA M0 OCBOCHHUIO 1M CHUIJIMHBI
(Mmonxyst)

CamocrosiTenbHasi MOArOTOBKA 00YyYarOIIUXCsl TPOBOJUTCS AJIsl YTriayOaeHus
Y 3aKpEruUIeHHs] 3HaHUM, MOJYYEHHBIX Ha JIGKIUSAX U APYrUX BUAAX 3aHATUH, IS
BbIPa0OTKH HaBBIKOB CaMOCTOSITEJIbBHOTO INPUMEHEHUs HOBBIX, JONOJIHUTEIbHBIX

3HAHUU U IMOATOTOBKHU K IIPEACTOAIIUM y‘le6HBIM 3aHATHAM, 3a4UCTYy.
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BaxxHpiM  ycroBHEM  yCHENMIHOTO W3YYEHMs] JUCIHMIUIMHBI  SIBISIETCS
noceuenue jekuuil. Ilox nocemenneM noapasymeBaercss He (popMa MaCCUBHOTO
IPUCYTCTBUS, @ aKTUBHAs paboTa MO M3y4eHHMIO HOBOro Marepuaina. [loaroroska k
JIEKIMOHHBIM 3aHATHUSAM BKIIOYACT B ce0s aHANIM3 MpeJlaraéMblX JUIsl U3yYEHUs
BOIPOCOB, M3yYEHHUE HOPMATUBHBIX MHCTOYHMKOB M Y4YEOHOH U Hay4dHOMH
JUTEpaTypel MO paccMaTpUBAaEMbIM BoIpocaM JieKIMU. B mporecce nexuuu
oOyyaroluiicss MOXKET 3a/JaBaTh  YTOYHSIOLUIME BOMNPOCHl, OCYLIECTBHUTb
B3aMMOCBSA3b HOBOI'O MaTepHalia C YXKE HW3YYCHHBIM, MOATOTOBUTH 0a3zy is
3¢ (EKTUBHOTO HCIIONB30BAHMS TOJYUYEHHBIX 3HAHUHM, OOJEr4yuTh MOATOTOBKY K
IPAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIOCOOOM (PUKCAIUU JIEKIIHOHHOTO
MaTepuaia SBISIETCS KOHCIIEKTUPOBAHME, MpPENCTaBIsAIoNIee COOO0M HE TOJBKO
¢uKkcalio BaKHEHIIMX MOMEHTOB JIEKIIMM, HO M YKa3aHHE TMPUMEPOB s
MOHMMAaHHUS TOTO UM HHOTO TEOPETHUECKOr0 MaTepuara.

[Ipy moOAroTOBKE K MPAKTUYECKOMY 3aHATUIO HEOOXOAMMO MCIIONb30BaTh
KOHCIIEKTUPOBAHHBIE MaTepUalbl JEKIUH, YYEOHYI0 U HAY4YHYIO JIUTEPATYpy.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXAEHHE BOIPOCAM MPAKTUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO IMPOYTEHHE MAaTepHalia, HO U €ro aHajlu3 U
KPUTHYECKYIO OIeHKy. OOyuaroniemycs CjleIyeT BbIIBUTh MAaJOU3y4YCHHBIC
aCIeKThl PACCMAaTPUBAEMBIX BOIPOCOB, MPOSBUTh MHUIIMATUBY IPU MOJATOTOBKE K
IPAKTHYECKOMY 3aHSTHIO.

[Ipy mMOATOTOBKE K MPAKTUYECKUM 3aHATHUSMH U 3a4eTy PEKOMEHIYETCS
CUCTEMATU3UPOBATh 3HAaHMS, H300paxkas MX B TaOJIMYHOM, rpaUyECcKOM WIH
CXEMaTUYHOM BHUJIE. DTO TO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3y4aeMbIX SBIICHUH,
YIPOCTHT 3a7avy 3allOMHHAHUSA MaTepuana, OOJerdyuT MPOLEecC MPaKTUYECKOTO
IPUMEHEHUS TTOTyYEeHHBIX 3HAHUM.

3amayell  OPaKTUYECKUX  3aHATHA  SBIsSIeTCS  BbIpaOOTKAa  yMEHMS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHMSI, TNPOSBUTH HAJIWYUE MPAKTHUYECKUX
HaBbIKOB. Ilpn  moAroroBke K  MPakTUUYECKOMY  3aHATUIO  CIIEAyeT
3a0J1arOBpEMEHHOr0 00€CTIeYUTh HaJMuue HEOOXOAMMO IJsi JTaHHOTO 3aHSTHS
MaTepuasa, CaMOCTOSTEIbHO IOBTOPUTh PaHEE U3YUEHHbIE TEMBI.

JUis yCHEUIHOrO OCBOEHUSl JUCUUIUIMHBI Ba)KHBIM SIBIISIETCSI YMEHHE
paboTaTh ¢ TepMUHAMH W HMX ompeneiaeHusMu. s paboTel ¢ TEPMHUHOJIOTHEH
(G ()EKTUBHBIM SBIISETCS UCIOJIb30BAaHUE KaK Y4eOHOW M HAYYHOM JIUTEpaTyphl,
TaK U CJIOBAPEMN.

Pabota ¢ TepMHHaMU MOXET OCYIIECTBIATHCS Kak B (JOPME COCTABIICHHS
COOCTBEHHBIX TEMATHUYECKHX CJIOBAPUKOB ISl yI0OOCTBA M CKOPOCTH TIOWCKA
HeoOxoaumoro TepMuHa. C  93TOHM IEIbI0O HEOOXOJUMO KaXKIbIH  HOBBIN
BCTPEUAIOIIUIICS TEPMUH 3allMCHIBAaTh U BO BPEMS TIOJTOTOBKH K CEMHUHAPCKUM H
MPAKTUUYECKUM 3aHSITHUSM YKa3bIBaTh COOTBETCTBYIOIEE ompeneieHue. B ciaydae
BO3HUKHOBEHUS CIJIO)KHOCTH BbIOOpa OIpenesieHUs] W3 UMElouierocss oobeMa B
pamMKax Hay4yHOTO 3HaHMs HEOOXOJUMO 3a/laBaTh BOIMPOCHI IMPENOJABATENI0 B
pamKax JIEKIMOHHBIX U MPAKTUUYECKUX 3aHATUH.

WNuTepakTuBHBIE (OPMBI MPOBEIEHUS 3aHATHI MO IUCHUILIUHE «(OCHOGbL
0€e10npou3600CcmeEay BKIIIOYAIOT B c€0s1 CIEAYIONIUE BUAbI 3aHATHI:
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- epynnosvle OucCKyccuu, TPUMEHSIOTCS i O0OecleyeHUs] HaBBIKOB
KOMaHJTHOM paboThl U MEXJIMYHOCTHOM KOMMYHHMKAIMU U TPENCTaBIAIOT COOOM
OLICHOYHOE CPEACTBO, IO3BOJIAIONICE BKIIOYUTH OOYYAIOMIMXCS B MPOIIECC
OoOCYXXJIeHHUsI TPEACTaBICHHOW TEMbI, MPOOJEMbl W OICHUTh HX YMEHHE
apryMEHTUPOBAaTh COOCTBEHHYIO TOUKY 3peHusi. Kpome Toro, B Xojie 3aHSITHI
MIPOBOJASTCS KPYIJIbIE CTOJIBI MO 3aJaHHBIM TEMATHKAM.

- amanuz cumyayui (Ketic-memood) — TEXHUKAa OOy4ECHUS, HCIIOIb3YIOIIas
OMMCaHWE pealbHbIX cuTyanud. OOywaromuecss JOJDKHBI MPOaHATU3UPOBATH
CUTYaIINIO, pa3o0paThCs B CYyTH MPOOJIEM, TPEAJIOKUTh BO3MOXKHBIE PEIICHUS U
BBIOpaTh Jiydillee W3 HUX. B OCHOBE METOJla KOHKPETHBIX CHUTYyallud JIEKHUT
OMHMCAaHNEe KOHKPETHOW Mpo(eCcCHOHATHLHON ACATEIHPHOCTH WU SMOITMOHAIBHO-
ITIOBEJICHYECKUX AaCIIEKTOB B3aUMOACUCTBHs Jtojeu. 1Ipu m3ydeHUMM KOHKpPETHOMN
CUTyallud, M aHaJIW3€ KOHKPETHOrO MpUMEpa CTYACHT JOJKEH BXKUTHCS B
KOHKPETHBIE  OOCTOSITENILCTBA, TOHSTh CHUTYallUl0, OLIEHUTh OOCTaHOBKY,
OTIPEJICNINTh, €CTh JIU B HEW MpobiieMa U B 4eM ee cyTh. OnpeennTs CBOI POJb B
perieHnu npoosieMbl U BEIpadOTaTh 11€J1eCO00Pa3HYIO JMHUIO MTOBEICHUS.

[Ipy NOArOTOBKE K MNPOMEKYTOUYHOMY HIM HTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYHTh TEOPETHUUECKHM W MpakTH4YeCKud wmatepuai. TecTtoBbie
3a/laHus (C TIEpeYyHEeM BO3MOXKHBIX BAPHUAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBI
OJIMH OTBET SIBJISIETCSI HEBEPHBIM) OOECMEYMBAIOT CTPYKTYPHOCTb MBIILJICHUS,
BBIHYKJECHHOTO BBIOpAaTh W3 MPEMJIOAKEHHBIX BAPUAHTOB OTBET BCE MPABUIIbHBIC
BapuaHThl. DPHEKTUBHBIM CIIOCOOOM ISl MOJATOTOBKH K TECTUPOBAHUIO SIBIIACTCS
paboTa 00y4aromerocsi Mo PEnieHU0 TECTOBBIX 3aJaHUM, MPEJOCTaBICHHBIX IS
CaMOCTOATENbHON palboThl. Takke MpU MOATOTOBKE K TakOW (opMe KOHTPOJIA
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAyeT CAMOCTOSATEIbHO MOMbBITATHCS
npopadoTaTh paccMaTpUBaeMble B JHUCIUILIMHE BOMPOCHI B (POpME COCTaBICHUS
TECTOBBIX 3aJIaHUMU.

[Ipy moaroToBke K 3aveTy CIEIyeT HUMETh B BHUAY, UYTO OH SIBISIETCS
HUTOTOBOM (POpMOM KOHTPOJISI IO U3YUYSHUIO TAHHOW YyUCOHOW MUCHMIUIMHBI. 3a4eT
MOApPa3yMEBAET  MAKCUMAJIbHYK0  KOHUEHTpPAlUK  3HAHUM W YMEHUH,
MPEANOJIAraloIINX MOJTHOE U3YUYEHUE MaTepuaia TUCIUIUINHBI.

3ader mpoBOAMTCS B (POpME YCTHOTO COOECEIOBAHMS W BBINOJTHEHUS
MUCBMEHHOTO 3a/IaHusI, THOO TecTa.

Pemienne nmnpenogaBarenss 00 UTOrOBOM  OIEGHKE MPUHUMACTCS IO
pe3yJibTaTaM YCTHOTO OTBETa U BBIMIOJHEHHOTO TMHCHbMEHHOTO (TE€CTOBOIO)
3aJIaHusl, B 3aBUCUMOCTH OT IIIKaJIbl OI[EHKH.

Pabora ¢ neyaTHBIMU U3IaHUSIMU JJIsI 00YUYArOIIErocsl MOXKET OBITh CBsI3aHA
C TPYAHOCTSMH B 00JaCTH JIOCTylla K COBPEMEHHOM Hay4dyHOU me4aTHOM
auTepatype. B CBs3M ¢ pa3BUTHEM HAyYHO-TEXHHUYECKOrO IMporpecca B TaKoOH
CUTYyalluy HAJIJIEXKUT BOCIOJb30BATHCSI MaTepUaIaMU, HAXOASIIUMHUCS B OTKPBITOM
noctymne cetu Internet. Takyke HEOOXOJUMO YUWUTHIBATH, YTO MO COCTOSHHUIO Ha
CErOJIHSIIIIHUMI JIEHb MHOTHE CIIPAaBOYHBIE TPABOBBIE CUCTEMBI COJIEPKAT HE TOJIBKO
TEKCT HOPMATHBHBIX AKTOB, HO M Hay4HbIE€ CTAaThbU IO Pa3IMYHBIM BOIPOCAM
(manpumep, CIIC «Koncynpranat [Lnrocy). OqHOBpEMEHHO ClieyeT OOpaTUTh CBOE
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BHUMaHWE Ha MyOIuYHBIC OMOIMOTEKH, MPEOCTABIISIIOIINE BOZMOXHOCTH JIOCTYyTa
K 3JIEKTPOHHBIM BEPCHSIM I€YATHBIX UCTOYHUKOB.

B cuily kpaTKOBpEMEHHOCTH M3Y4YEHUS W 3HAUYUTEIHLHOTO 00beMa JTaHHOMU
y4eOHON NUCHIMIUIUHBI Kadepa HACTOATETbHO PEKOMEHIYeT CHUCTEeMAaTHYeCKH, a
HE AMU30ANYECKH paboTaTh HAJl U3YYEHUEM Kypca.

11. Ilepeyenb MH(OPMANUOHHBIX TEXHOJIOTHIA, HCIOJIb3YeMbIX NIPH
OCYIIECTBJIEHMH 00PAa30BaATEJIbHOI0 MPOLECcCa MO0 TUCHUILINHE (MOLYJII0),
BKJIIOYAS NepevYeHb MPOrPAMMHOI0 o0ecniedyeHus 1 UHPOPMAMOHHBIX
CIPABOYHBIX CHCTEM

[IporpammHoe obecnieyeHue:

Onepaunonnas cucrtema (MicrosoftWindows Ilponpuemapnas);

[Taket odpucubix mporpamm (Microsoft Office Ilponpuemapnasn);

[IporpammHuoe obOecrieueHre IS MPOCMOTPa SJICKTPOHHBIX JTOKYMEHTOB B
crtanaapte PDF (Foxit Reader GNU Lesser General Public License);

[IporpammubIe cpeacTBa, oOecIeurBaroOlie MPOCMOTP BHjacodaiiioB B
dopmarax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU Lesser
General Public License);

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

Antusupyc (Kacnepckuii Open Space Security Ilponpuemapnas).

NHdopManmoHHbIe CIIPAaBOYHBIE CUCTEMBI:
1) ABTOMaTH3upoBaHHAs HHPOpMaLIMOHHas OubnnoTeyHas cuctema Marc21SQL;
2) CrpaBouyHO-nipaBoBas cucteMa «Koncynprantl Lirocy

12. MaTepuaibHO-TeXHHMYECKas 0a3a, He00OX0AUMAas IJIsl OCYHIeCTBJIEHUS
00pa30BaTeJIbHOIO NMPoLecca Mo AUCHUIINHE (MOTYJII0)

Ne
n/n
1. | Cnenmanu3upoBaHHbIE AYJUTOPHH:

MexkadenpaibHas 1a00paTopus COLUATBHO-3KOHOMHYECKUX
ucciaenoBanuii /YueOHasi ayuTopus sl IPOBEACHUS 3aHATUM
JIEKIIMOHHOTO THUINA, 3aHATUN CEMHUHApPCKOIrO THUIIA, KypCOBOIO
MPOEKTUPOBAHUS (BBIMOJHEHUSI KYPCOBBIX padoT), IpyNIOBBIX 1
U WHIUBUIYAIbHBIX KOHCYJBTALMM, TEKYIIEr0o KOHTPOJS U
OPOMEXYTOUHOM aTTecTanMd / KOMIIBIOTEpHBIA Kiacc /
MOMEIIEHUE JJIT  caMOCTOsITeIbHOM  paboTel:  Ned6  (yi.
Ponunckas, 5)

HaumenoBanue KoaunuectBo

2. | Texamueckue cpencTa o6ydeHus:

KOMITBIOTED C MTPOrpaMMHBIM obecriedeHruem Ne 46, | 31
3. | Cnenmanus3upoBaHHBIE ayTHTOPUH:

VYueOHbBIC ayTUTOPHUH IS TPOBEACHUS 3aHATHH JICKITMOHHOTO

TUTA, 3aHATHH  CEMHHAPCKOTO  THUMA, TPYIIOBBIX H )

UHAMBUIYAIbHBIX KOHCYJNbTALIMHA, TEKYLIEro KOHTPOJIS U
npoMexkyTouHo# arrectaumu: Ne 06, 08 (yi1. PommHckas, 5)
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4. | Texnmueckue cpeacTBa 0OyUeHHS:

9KpaH HacTeHHbIN Ne 08

MyJIbTUMEIUUHBIA PpoeKTOp Ne 08

KOMIBIOTEP ¢ MporpaMMHbIM obecnieueHrneM Ne 08
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