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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 20CyY0aAPCMEEHHOM U MYHUYUNATbHOM YNPAGIeHUUY 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. W3yunts nenu, 3aaaud, (QyHKIMH JEJONPOM3BOJCTBA B OpraHax
rOCyAapCTBEHHOTO U MyHULIUIIAJILHOTO YIIPABIEHUS.

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

3. O3HaKOMHUTBCS C OCOOCHHOCTSIMH COCTaBJICHHSI H O(OPMIICHHS
pa3IMYHBIX 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 CAMOYITPABJIEHUS.

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 COBEPILIEHCTBOBAHMS JOKYMEHTAIMOHHOTO OOECIEUEHUs YINPABICHUS C
npUMeHEHUuEM U(POBBIX TEXHOJIOTHIA.



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

Juctuummaa «/Jokymenmayuonnoe obecnevenue u O0el0npouU3B00CmMe0 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

O6mas TPYIOEMKOCTb OCBOEHUS yueOHOMI JVCLUTLIAHBI
«/[okymenmayuonnoe obecneuenue u 0er0NPOU3B00CMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATIbHOM  YAPAGIeHuu» COCTaBIseT 3 3adeTHble eauHuibl w108
aKaJIeMUYECKHUX YaCOB.

Bcero,
CemecTtp 4 cemecTp
aK.4acoB
OO01mmas Tpy10eMKOCTh (BCETo aK. 4acoB / 3.€1) 108/3 108
KonTakTHas pabdora JlexrAn 16 16
ITpakTHueckue 3aHATHS 32 32
CamocrositenpHas pabora 51 o1
Bun npomexyroqnoin
arrecTanuu (KOHT.pao. / 3auer 0,25/8,75 9
camocT.pab.)

5. Coaep:xanue TUCHUIUINHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE M0 TeMaM
(pa3aesiam) ¢ yKka3aHueM OTBEJI€HHOI0 HA HUX KOJMYEeCTBA aKaAeMHUYeCKUX
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.
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[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,

JIns caMoCTOSITeNbHOM paboThl MO AUCHUILIMHE (MOAYII0) oOydaromuecs
HCIIOJB3YIOT ClIeAyIolIee yueOHO-METOUYECKOE 00ECIIeUeHUE:

1. bapuan H.H., lokxymeHTalmonHoe obecneueHre rocy1apCTBEHHOro 1
MyHUIMnanbHoro ynpasinenus: yueOnuk / H.H. bapuan, A.B. MouceeB. — M.:
KnoPyc, 2022. — 259 C. [DeKTpOHHBIIM pecypc].
URL.:https://book.ru/book/942420

2. Hoponuna, JI. A. Opranuzarusi 1 TEXHOJOTUS JTOKYMEHTAIMOHHOTO
oOecrieueHusl yNpaBleHUs : yUeOHUK U MpakTukym Juisi By3oB / JI. A. JloponuHa,
B. C. UputukoBa. — 2-¢ wu3zd., mepepad. m morm. — MockBa : HM3gaTenbcTBo
FOpaiit, 2024. — 270 c¢. — (Bwicmiee o6pazoBanue). — ISBN 978-5-534-16016-1.
— Texer : anextponusii // OOpazoBarenbHas miatdhopma HOpailt [calT]. —
URL: https://urait.ru/bcode/536404.

3. [llyBanoBa, H. H. OcHOBBI Jenonpou3BOACTBa. SI3BIK CITy)K€OHOTO
JOKyMeHTa : y4yeOHMK W  npaktukym gius  By3oB/  H. H. IllyBanosa,
A. 10. Banoga ; mon obmielt penakiuerd H. H. lllyBanoBoii. — 3-¢ uza., nepepao.

u gon.— MockBa: WanarensctBo IOpaiit, 2024. — 384 c.— (Bebiciiee
obpazoBanue). — ISBN 978-5-534-15217-3. — Tekct : »dJIeKTpOHHBIA //
O6pazoBatenbHas matdopma Opaiit [caitT]. —
URL: https://urait.ru/bcode/536464

4, @DOHJT OIEHOYHBIX M METOJWYECKUX MATEPHAIOB IO JUCITUTUINHE

«/lokymenmayuonnoe odecneuenue u 0e1ONPOU3BOOCMBO 8 20CYOAPCMEEHHOM U
MYHUYUNATILHOM YNPAGTEHUUY.
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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.

IIpuMepHbIe 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 u3jgan M MOJAMUCAT 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.

CocraBbTe PacnopsbkeHne, B KOTOPOM MPEANKUCHIBAETCA MOAPA3ACICHUAM
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-
xo3stictBeHHOro otnena B.II. MapkoBy. HauwansHuky aBroxossiictBa O.B.
Py6GanoBy mnpeamnuchiBaeTCsl BBIACIUTH aBTOTPAHCHOPT JUIsl BBIBO3a Mycopa.
Hcnonnurens pacnopsixenus OkarbeBa C.b.

3aganne 2. B Apmunuctpanuu r. CTaBpomoJigs YCTAaHOBJICH CIEAYIOLINM
MOPSIJIOK MEPBUYHON 00paOOTKHM TOKYMEHTOB, MPUIIEIIINX 110 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 yKa3aHHEM
HAaUMEHOBAHUS JOKYMEHTA, 3arojioBKa, KOJIMYECTBA JINCTOB W  HAJIUYHS
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 JTUTEPATYPbI, 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, ¢ u3m. Ha 04.10.2022).// OdunmanbHbIii HHTEPHET-TIOPTAT
paBoBOM MHpopMauu www.pravo.gov.ru, 06.10.2022, N 0001202210060013.

2. Tpynosoii konekc Poccuiickoit @eneparuu ot 30.12.2001 N 197-D3
(B meiictBytorel pen.). // «Cobpanue 3akoHomaTenscTBa Pdy. - 07.01.2002. - N 1
(uactsp 1). - cT. 3.

3. «O0 wuHbopmany, WHOOPMAIIMOHHBIX TEXHOJIOTHSX U O 3alluTe
undopmaruny. Oeaepanpubiii 3akoH oT 27.07.2006 N 149-D3 (B neicTBytomei
pen.)// "CobOpanue 3akoHoAareabcTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

4, «O0 apxuBHOM pnene B Poccuiickoii ®denepanumny. DenepalibHbIMA
3akoH or 22.10.2004 N 125-®3 (B naeiictBytomieit pen.). // «CobOpanue
3akoHogarenscTBa POy, 25.10.2004. - N 43. - cT. 4169.

S. «O0 ytBepxkaenun llpaBun npenonpousBojcTBa B (eaepalbHbIX
OpraHax HWCHOJIHUTENbHOU Biactw». I[locranoBnenue IlpaBurensctBa PD o1
15.06.2009 N 477 (B neiictByromieii pen.). / «Codbpanue 3akoHomaTebcTBa PDy. -
22.06.2009. - N 25. - ct. 3060.

6. «O0 ytBepxaeHuu [lpaBun nenonpous3BOACTBA B TOCYIapCTBEHHBIX
opraHax, opraHax MecTHOro camoymnpasieHus». [Ipukas Pocapxusa ot 22.05.2019
Ne71.  // OdunmanbHblii  WHTEPHET-MIOPTAN  MPaBOBOM  MH(OpMaIuu

www.pravo.gov.ru, 30.12.2019, N 0001201912300064.

0) ocCHOBHAasI JINTEpPATypa:

S. bapuan H.H., lokymeHTalmonHoe ooecreueHre rocy1apCTBEHHOrO U
MyHUIMNanbHOro ynpasinenus: yueOnuk / H.H. bapuan, A.B. Moucee. — M.:
KnoPyc, 2022. — 259 C. [ DneKTpOHHBII pecypcl].
URL:https://book.ru/book/942420

6. Hoponuna, JI. A. Opranuzauusi U TEXHOJIOTUS JOKYMEHTAIIMOHHOTO
oOecrieueHusl yrpapieHus : y4eOHUK U MpakTukym Juist By3oB / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ wu3zd., mepepad. m mgom. — MockBa : H3gaTenbcTBo
FOpaiit, 2024. — 270 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-16016-1.
— Texer : amextponubii // OOpa3oBarenbHas miatdhopma HOpailt [calT]. —
URL: https://urait.ru/bcode/536404.
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7. ysanosa, H. H. OcHoBbl aemonpon3BoacTBa. SI3bIK CiIy)XKeOHOTO

JOKYMEHTa : y4eOHMK W  mnpaktukym jiusa  By3oB/  H. H. lllyBasosa,
A. 0. lBanoga ; mon obmieit penakiuerd H. H. IllyBanoBoii. — 3-¢ uza., nepepaod.
u gon. — MockBa: WanarensctBo IOpaiit, 2024. — 384 c.— (Beiciee
obpazoBanue). — ISBN 978-5-534-15217-3. — Tekct : »dIeKTpOHHBIA //
Oo6pazoBaTenbHas matgopma Opaiit [caiT]. —

URL.: https://urait.ru/bcode/536464

B) JONOJIHUTEJILHAS JINTEpaTypa:

1. AnnpeeBa B.W., JlenonpousBoACTBO: OpraHu3anusi U BeJCHUE:
yueOHo-npakTudyeckoe nocodue / B.M. Aunpeera. — M.: KunoPyc, 2020. — 294 c.
[Dnextponnsbii pecypc]. URL:https://book.ru/book/934225.

8. Koprees U. K. JlokyMeHTHpOBaHUE YNIPABIECHUYECKON NESITENBHOCTH:
yueOHuK u mnpaktukym s By3oB/ WM. K. Kopuees, A. B. Ilmenko,
B. A. MamrypuieB. —-M.: MzmatensctBo [Opaiit, 2021.— 384 c. [DnekTpoHHBIN
pecype]. URL: https://urait.ru/bcode/468837.

9. Kysnenos MU. H. [lokymeHTalmoHHOE OO€creueHue YyIpaBiICHUsI.
JIOKyMEHTOOOOPOT U JENIONPOU3BOJCTBO: YUYCOHUK M TPAKTHKYM Uil BY30B /
. H. Ky3nenioB—M.: WznarensctBo FOpaiit, 2021.— 461 c. [DaeKTpOHHBIN
pecype].URL: https://urait.ru/bcode/468462.

10. Ilysamoa H. H. Opranuzanus u TEXHOJOTHS TOKYMEHTAIIMOHHOTO
oOecrieueHus: ynpaBieHus : yueOHUK 1 npakTukym i By3oB / H. H. lllyBanosa. —
M.: N3natenscTBO IOpaiir, 2021. - 265 c. [DneKTpOoHHBIN
pecypc].URL: https://urait.ru/bcode/469831

r) pecypcbl cetu « AHTEpHET»:

1) anexmpontvie npoguibHbLe HCYPHATLL

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

2. Kypuan «Jlenonpon3BoicTBO U JOKYMEHTOOOOPOT Ha MIPEATPUITUI.
[DnexTponnsiit pecype]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

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

4, XKypnan ¢akynbrera rocyaapcTBeHHoro ympasieHus MIY umenu

M.B. JlomonocoBa «l'ocygapCTBEHHOE yIpaBJICHUE. DJIEKTPOHHBIM BECTHUK.
[Dnextponnsiii pecypc]. URL: http://e-journal.spa.msu.ru/page_1.html

2) anexmponmbie npopuibhblie 6a3vl OAHHBIX/ CAUMbL

1. Bceepoccuniickuit Hay4YHO-HCCJIE0BATEIIbCKUI WHCTUTYT
JIoKyMeHTOBeeHus: U apxuBHoro nena (BHUWJAMI). [DnekrpoHHbI pecypc].
URL: http://www.vniidad.ru

2. [wnbaus ynpaBisoOMMX JTOKYMEHTAlMenl. [DIEeKTpOHHBIN pecypc].
URL: http://www.gdm.ru.
3. denepanpHas apxuBHas ciayxk0a Poccun (PocapxuB). [DIeKTpOHHBIHM

pecypc]. URL: http://www.rusarchives.ru.
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4, Uudopmanmonnsii  moprtan. [Onekrponsbsiii  pecypc]. URL:
http://www.document.ru.

9. MeToanueckne yKa3aHus sl 00y4ar0UXcsi 0 0CBOEHUIO
AMCIHUATIHHBI(MOIYJIs1)

CaMocTosTenbHast NOAr0TOBKA 00YYaOUIMXCsl MPOBOIUTCS ISl yIITyOJIeHUs
Y 3aKpEIUICHHs] 3HaHWM, MMOJYYEHHBIX Ha JIEKIUSAX U JPYTUX BUIAX 3aHATHM, TS
BBIPA0OOTKH HABBIKOB CAMOCTOSITEIBHOTO NMPUMEHEHUS HOBBIX, JOIMOJIHHUTEIBHBIX
3HAHWI U MOATOTOBKU K MPEACTOSIIIUM YUEOHBIM 3aHITHUAM, 3a4ETY.

Baxxabim yCIIOBUEM YCHEIIHOTO U3y4YEeHUs U CUUTUTUHBI
«/lokymenmayuonnoe odecneuenue u 0e1ONPOU3BOOCMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATbHOM YnpaseieHuu» saBIeTcs nocemenne jgekuuid. [lox nocemenuem
noJipa3ymMeBaeTcss He (opma MAaCCUBHOTO NMPUCYTCTBUSA, a aKTUBHas paboTa Io
U3YYEHHUIO0 HOBOro Marepuana. IIoaroroBka K JEKIMOHHBIM 3aHATUAM BKIIFOUYAECT B
ce0s aHaJM3 MpeJlaraéMblX JUIsl M3Y4YE€HHs] BOIPOCOB, M3yUYE€HHE HOPMATHUBHBIX
UCTOYHUKOB U y4yeOHON M HAay4yHOH JUTEepaTyphl IO pacCMAaTPUBAEMbIM BOIPOCAM
agexkuuu. B mpouecce neknuu oOydaromuiics MOXKET 3ajaBaTh YTOUHSIOIIME
BOIIPOCHI, OCYHIECTBUTH B3aMMOCBSI3b HOBOI'O MaTepHalla C YK€ H3yYEHHBIM,
HOJrOTOBUTh 0a3y Mg 3(PQPEKTUBHOTO HCIOJIb30BAHUS TOJIYYEHHBIX 3HAHUH,
OOJIErYnTh MOATOTOBKY K MNPAKTUYECKOMY 3aHATHIO. DPQPEKTUBHBIM CHOCOOOM
bukcanuu JIEKLIUOHHOTO MaTtepuaia ABJISAETCS KOHCIIEKTUPOBAHHUE,
npeCTaBIIsIoIIee cO00M HE TOJIBKO (PUKCAIIUIO BAXKHEHIIIMX MOMEHTOB JIEKIIUH, HO
U yKazaHWe TMPUMEPOB I TOHMMAaHUA TOTO WJIM HMHOTO TEOPETHYECKOro
Marepuana.

[Ipy moAroToBKEe K MPAKTHUYECKOMY 3aHSATHIO HEOOXOAMMO HCIOJIb30BaTh
KOHCIIEKTUPOBAHHBIE MaTepUalbl JEKIUH, Y4eOHYI0O U HAY4YHYIO JIUTEPATYpY.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXJAEHHME BOIPOCAM MPAKTHUECKOIO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHWE MaTepuala, HO U €ro aHajlu3 U
KPUTHYECKYIO OIeHKy. OOyuatoniemycs CjleIyeT BbIIBUTh MAaJOU3yYCHHbIC
aCIEKThl paCCMATPUBAEMBIX BOIPOCOB, MPOSBUTh HHUIIMATHBY IPU MOATOTOBKE K
PaKTUYECKOMY 3aHSATHUIO.

IIpy mOArOTOBKE K NPAKTUYECKHM 3aHATHAMHM M 3a4€Ty PEKOMEHAYEeTCs
CUCTEMATU3UPOBATh 3HAHMS, M300pakas MX B TaOJIMYHOM, rpadUyEcKOM WIH
CXEMaTHU4YHOM BUJI€. DTO MO3BOJIUT YCTAHOBUTH B3aMMOCBSI3b U3y4aEeMbIX SIBJICHUM,
YOPOCTUT 3aJady 3allOMUHAHMS MaTepuasa, OOJIETYUT MPOLECC MPAKTHUYECKOrO
MPUMEHEHUS TOTYYCHHBIX 3HaHUU.

3amauell  NPAKTUYECKUX  3aHATHA  SBISIETCS  BbIpAaOOTKA  yMEHMS
UCIOJIb30BaTh TEOPETUUYECKUE 3HAHMS, TMPOSBUTh HAJIUYME MPAKTHUYECKUX
HaBbIKOB. Ilpy  moaroroBke K  MPAaKTHUYECKOMY  3aHATUIO  CIEIYET
3a0JIarOBPEMEHHOT0 00€CTIeYUTh HaJMuue HEOOXOAMMO MJisi JaHHOTO 3aHSATHS
MaTepHuaa, CaMOCTOSITEIbHO TOBTOPUTH PAHEE U3YUECHHBIE TEMBI.

JUIsl yCIIeIHOTO OCBOEHUS TUCUUIUINHBI «/[oKyMenmayuonnoe obecnevenue
U 0enonpou3o0cmeo 6 20CYOApPCMBEHHOM U MYHUYUNATbHOM YNPAGIeHUU
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BOKHBIM SIBJISIETCSI YMEHUE paboTaTh C TEPMUHAMU M WX ompeaencHusMu. J[ms
paboThl ¢ TEPMUHOJIOTHEN PHEKTUBHBIM SIBISETCS UCIOIb30BaHUE KaK y4eOHOM
Y HAy4YHOU JIUTEepaTyphl, TaK U CIIOBapEH.

PabGoTa ¢ TepMUHAMH MOKET OCYLIECTBISTHCA Kak B (popMe COCTaBICHUS
COOCTBEHHBIX TEMAaTUYECKHUX CIIOBAPUKOB Jisi yJ00CTBA M CKOPOCTH IOMCKA
HeoOxoaumoro TepmuHa. C  3TOW 1eNbI0  HEOOXOAUMO KAKIbIM  HOBBIM
BCTPEYAIOUIUIICS TEPMHUH 3allUChIBATh U BO BPEMsI MOJATOTOBKH K CEMUHAPCKUM U
MPAKTUUYECKUM 3aHATHSM YKa3blBaThb COOTBETCTBYIOLIEE ompezesneHue. B ciydae
BO3HUKHOBEHHUS CIIO)KHOCTH BBIOOpa OMNpENeTeHUs U3 HMEIoIIEerocs odobeMa B
paMKax Hay4yHOrO0 3HAHUS HEOOXOAMMO 3aJlaBaTh BOIPOCHI MPENOAABATEIIO B
paMKax JEKIIMOHHBIX U MPAKTUICCKUX 3aHATHH.

UntepakTuBHBbIe  (GOPMBI  MPOBEIACHUS  3aHATHA TIO0  JIUCIHIUIAHE
«/lokymenmayuonnoe obecneuenue u 0er0NPoOU3BOOCMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATIbHOM YNPAaGieHUun BKIIOYAIOT B ¢e0s1 CISAYIONINE BUJIbI 3aHATHIA:

- UWHTEPAKTUBHBIC JIEKIIMHM, TMPEANOoJaraloT HCIOJb30BaHUE METOJa
npo0eMHoro usnoxkenus. [lpu Takom mojxojie JEKIUs CTAHOBUTCS MOXO0KEH Ha
JMAJIor, MPernoJlaBaHue UMUTUPYET HCCIE0BATENbCKUN MpolecC (BBIIBUTAIOTCS
MEePBOHAYAILHO HECKOJIBKO KIFOUEBBIX MOCTYJIATOB IO TEME JICKIUHU, WU3JI0KEHHUE
BBICTPAMBACTCS MO TMPHUHIUITY CaMOCTOSITEIBHOTO aHalu3a U 0000IIeHus
CTYJIEHTaMHU Y4eOHOro Marepuaia). JTa METOJMKA I03BOJISET 3aUHTEPECOBAThH
CTYyJICHTa, BOBJIEYb €r0 B Mpoiiecc oOydeHus. [IpoTuBopeunss HaydyHOro MO3HAHUS
PaCKpbBIBAIOTCSI TIOCPEICTBOM IIOCTAaHOBKM MpoOieMbl. YdeOHass mpobiema u
npoOJeMHasl CHUTYyaIusl SIBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHCHTAMH
npobsiemHoro oOydenus. [lepen Hauamom u3ydeHUs OINMpEIEICHHON TEMbI Kypca
CTAaBUTCSl MEpea CTyJACHTaMHU MPOOJIEMHBIM BOMPOC WIM JdaeTcs MNpoOIeMHOE
3amanue. CTuUMynupys paspelieHue MNpoOJieMbl, TMpernojaBaTelb CHUMAET
MPOTUBOPEYHS MEXITY UMEIOIIMMCS €€ MOHMMaHUEeM U TPeOyeMbIMU OT CTyACHTa
3HaHUSAMH. D(DPEKTUBHOCTh TAKOTO METOAa B TOM, YTO OTACIBHBIC MPOOIEMBI
MOTYT TMOJHUMATHCS CAMUMHM CTyJE€HTaMH. [ JIaBHBINA ycmexX AaHHOTO METoja B
TOM, 4YTO TIPEmNoJaBareiib JOOMBAETCS OT AayJUTOPUH «CAMOCTOSTEIHLHOTO
pElIeHHs» TIOCTaBJICHHOW mpolOsieMmbl. OpraHuzanus TpoOJIeMHOr0 O0O0ydeHUs
MPEACTABIACTCS JOCTaTOYHO CIIOKHOW, TpeOyeT 3HAYUTENBHOW TOJATOTOBKH
aexktopa. OaHaKO HAa HAYAJIIBHOM JTarle MCIOJIb30BAaHUSI ATOTO METOJAa €T0 MOYKHO
BHEJIPSATh B CTPYKTYpPY TOTOBBIX, paHee pa3paOO0TaHHBIX JICKIHH, MPaKTHYCCKUX
3aHSATUH KaK JOIIOJHEHHUE.

- aHalM3 CUTyalMil (KeHc-MeToJ) — TEXHHMKAa OOy4YEHHs, UCIOIb3YIOIIast
OMHMCaHue pealibHbIX cuTyanuid. OOyyarommuecss JTOJDKHBI TPOaHATU3UPOBAThH
CUTYaIMI0, pa3o0paTbcsi B CyTH MPOOJieM, MPEII0XKUTh BO3MOXKHBIC PEIICHUS U
BbIOpaTh Jiydlllee M3 HHUX. B OCHOBE MeTO/JAa KOHKPETHBIX CHUTYalUW JIEHKUT
OMMHMCAaHNE KOHKPETHOW Npo(hecCHOHaTbHON AESITEIBHOCTH WU AMOIIMOHAIBHO-
IIOBEJICHYECKUX AaCIIEKTOB B3aUMOAECUCTBHs Jtoneu. 1Ipu m3ydyeHuMM KOHKpETHOMN
CUTyalluW, W aHadu3¢ KOHKPETHOTO TMpUMepa CTYACHT JOJKEH BXKHUTHCS B
KOHKPETHBIE  OOCTOSITENhCTBA, TIOHITh CHUTYallUl0, OICHUTh OOCTaHOBKY,

15



OTIPEIENUTh, €CTh JIU B HEH mpolsemMa U B ueM ee cyTh. OnpeneianTb CBOIO POJib B
pelieHnu npoosieMbl U BEIpadOTaTh 11eJ1eCO00Pa3HYIO JMHUIO MTOBEICHUS.

OueHoyHble W METOAMYECKHME  MaTepuanbl [0  JTUCLHUIUIMHE
«/[okymenmayuonnoe obecneuenue u 0er0NPOU3BO0CMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATIbHOM YnpasieHuuy TipesictaBieHsl B POMM.

[Ipy NOArOTOBKE K MNPOMEKYTOUYHOMY HIM HTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYHUTh TEOPETUYECKHM W TMpPaKTUUYECKUH Mmarepuai. TecToBbie
3agaHus (C mepeyHeM BO3MOXKHBIX BapUaHTOB OTBETOB, CPEIU KOTOPBIX XOTS ObI
OJIMH OTBET SBIIACTCS HEBEPHBIM) O0ECMEUMBAIOT CTPYKTYPHOCTb MBIILICHUS,
BBIHYKJICHHOTO BBIOpaTh U3 MPEIJIOKEHHBIX BAapUAHTOB OTBET BCE MPABUIIbHBIC
BAPHUAHTHL. TE€CTOBBIE 3aJaHUs HA YCTAHOBIJICHUS COOTBETCTBUS IOAPA3YMEBAIOT
HEOOXOIMMOCTh MPOSIBJICHUST HE TOJBKO 3HAHUS Y4eOHOro Marepuana, HO H
YMEHUSI MNPUMEHATh IMpaBujia (OpPMAIbHON JIOTMKH. TecTOBble 3aJaHUsl Ha
YIOPSZIOYECHHUE HAMPABJICHBI HAa YCTAHOBJICHUE JIOTUYECKOU IOCIEN0BATEIBbHOCTH
paccMaTpuBaeMbIX SIBJICHUH (BPEMEHH CYIIECTBOBAHUS SIBJICHHUM, PaCIONIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB IIPABOBBIX JOKYMEHTOB U T.IL.).

O¢dPexTuBHBIM CcHOCOOOM JJIs1 MOATOTOBKM K TECTUPOBAHUIO SIBISETCS
paboTta 00ydaromerocst MO PELEHUI0 TECTOBBIX 3aJaHUM, MPEAOCTABICHHBIX AJIs
CaMOCTOSITENIbHOM paboThl. Takke NHpu MOATOTOBKE K TakodM (opMe KOHTPOJI
3HaHUM, KaK PELICHUE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOATEIBHO IONBITATHCS
npopaboTaTth paccMaTpUBaEMble B JAMCIMIUIMHE BOIMPOCHI B (DOPME COCTABICHUS
TECTOBBIX 33JIaHUM.

[Ipy moaroToBke K 3adeTy CIEOyeT HMMETh B BHAY, YTO OH SBISETCS
UTOTOBOM (POPMOIT KOHTPOJIA MO U3YyYEHHUIO JAHHOW y4eOHOM NHUCUUIUIMHBI. 3a4eT
MOJAPA3yMEBAET  MAKCUMaJIbHYIO  KOHIIEHTPAaUMIO  3HAHUM W YMCHUM,
MIPEANOIATAOIINX MTOJHOE U3YYEHNE MaTeEpUana JUCIUIIINHEI.

3aueT npoBOAUTCS B JOpME TECTA U BBINOJIHEHUS 3aJaHUSI.

Pemenne mpenomaBatenss o0 WUTOTOBOWM  OILIGHKE MPUHUMAETCS  T10
pe3ysbTaTaM BBIITOJIHEHHOIO MUCBMEHHOTO (T€CTOBOTO) 3a/laHUsl, B 3aBUCUMOCTH
OT LIKAJIbI OLEHKH.

B kadecTBe HMCTOYHMKA JONOJHUTENIBHBIX MAaTEPUATIOB PEKOMEHIYETCS
MOJIb30BaThCsl HMH(pOpMalnMend OTKPBITOro Joctyma ceTu Internet (maHHBIMHU
WH(OPMAITMOHHO-TIPABOBBIX U 00Pa30BATEIBHBIX TOPTATIOB, O(PHUIIMAIBHBIX CANTOB
MHUHHCTEPCTB, BEAOMCTB, OTIECIBHBIX OPTraHW3alHil, JAHHBIMU T'OCYJAPCTBEHHOMN
CTaTUCTUKHU, pe3yJbTaTaMU 3KCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIIOJIb30BaThCS BO3MOKHOCTSIMH CIPABOYHO-TIPABOBBIX CHUCTEM, 0azbl
KOTOPBIX COAEPKAT HE TOJBKO TEKCT HOPMATHBHBIX AKTOB, HO U HAayYHBIE CTATbU
no pasnmuuHbiM  BompocaM  (Hanpumep, CIIC  «Kouncynbrant  Ilmocy).
PekomeHyeTcst TakKe UCIIOJIb30BATh AIEKTPOHHO-OUOIMOTEYHBIE CUCTEMBI.
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10. Oco0eHHOCTH OCBOCHUSA JUCHHUIIMHBI 1JIS1 HHBAJIHI0B U JIHI C
OrPAHUYE€HHBIMH BO3MOKHOCTSIMH 310POBbSI

OOyuenue oOydYaroIMXCsi C OrPaHUYEHHBIMH BO3MOXKHOCTSIMU 3/I0POBBS
npyu HEOOXOJMMOCTH OCYIIECTBJISICTCS Ha OCHOBE aJanTHPOBAHHOM paboueit
IporpaMMbl  C  HUCIOJIb30BAaHUEM  CIEHMAJIBHBIX ~ METOJIOB  OOy4YeHUs W
TUIAAKTAYECKUX  MaTepualioB, COCTaBJICHHBIX C y4eTOM  OCOOEHHOCTEH
MCUXO(PU3NYECKOTO PA3BUTHSA, WHIAUBUAYATHHBIX BO3MOXKHOCTEH W COCTOSHHS
3I0POBbS TAKUX OOyYaromuxcs (00y4Jaronierocs).

B LEIAX OCBOEHUS y4ueOHOMI IIPOTPaMMBI JVCLHUATUIAHBI
«/lokymenmayuonnoe obecneuenue u 0er0NPoOU3BO0CMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATIbHOM ~ YNpasieHuwy WHBAIWJAMU W JIMIAMU C OTPAHUYCHHBIMHU
BO3MOXXHOCTSIMU 310pOBbsi THCTUTYT 0OecrieunBaeT:

— JUUIS. UHBAJIUJIOB U JIMI] C OTPAaHUYEHHBIMH BO3MOKHOCTSIMU 37I0POBBS IO
3pEHHUIO: pa3MENICHHE B JIOCTYMHBIX NI OOYYarONIUXCs, SBJISIONINXCS CICIBIMU
Wi CIa0OBUSMIIMMHU, MECTaX M B aJalNTHPOBaHHON (opMe CIpaBOYHON
uHOpMaAIlMU O pACHCAHUM YYEOHBIX 3aHSATHUH; NPUCYTCTBUE AaCCUCTEHTA,
OKa3bIBAIOILIETO oOy4aroniemycs HEOOXOIUMYIO MIOMOIIIb; BBIITYCK
AIbTEPHATUBHBIX (POPMATOB METOJUYECKUX MATEpUaATIOB (KPYMHBIA MpUPT wiIH
aynnohanel);

— JUTSl THBAJUIOB | JIUIl C OTPAaHWYCHHBIMU BO3MOYKHOCTSIMHU 370POBBS I10
CIIYXY: HaJyIeKalIMMHU 3BYKOBBIMH CPEJICTBAMU BOCIIPOU3BEeHNE UH(POPMAIIUH;

— JUIA WHBAJIUIOB W JIUI] C OTPAaHWYCHHBIMH BO3MOXKHOCTSMH 3JI0POBBS,
UMECIONIUX  HApYyIICHUs  ONOPHO-ABUTATEIBHOTO  ammapaTa:  BO3MOXHOCTh
OecnpensTCTBEHHOTO JOCTYIMa 00y4YarouXxcsi B yueOHbIe TTOMEILECHUS, TyaJeTHbIE
KOMHATHI ¥ IPYTUE TTOMEIICHHS, a TAaK)Ke MPeObIBaHNE B YKa3aHHBIX MIOMEIICHHUSX.
OO6yuarornuecs u3 yuciaa uHBaIUMAOB U Jmi ¢ OB3 obecrnieueHbl meyaTHBIMU H
(W1IK) ANEKTPOHHBIMU 00pa30BaTEIbLHBIMU pecypcamu B hopmax, aganTHPOBAHHBIX
K OTPaHMYCHUAM HX 370poBbsi. OOpazoBaHHE OOYYaIOIMIUXCS C OTPAaHUYCHHBIMU
BO3MOYKHOCTSIMU 37I0POBBSI MOKET OBITh OPTAaHM30BAHO KaK COBMECTHO C JAPYTHMHU
OOYYarOIIMMHUCS, TaK U B OTACTBHBIX TPYIITIAX WA B OTACIBHBIX OPTaHU3AIUSIX.

11. Ilepeyenb HHPOPMAIUOHHBIX TEXHOJIOT U, MPodecCHoHATBLHBIX 0a3
JAHHBIX, HCIOJIb3yEeMbIX NPH OCYLIECTBJICHNH 00pa30BaTeJIbHOIO Npolecca
N0 JUCHMILVIMHE (MOAYJ/II0), BKIIOYASI NlepevYeHb MPOrPAMMHOI0 o0ecrneyeHus
U MHGOPMAIIHOHHBIX CIIPABOYHBIX CHCTEM

[IporpammHuoe obecrieueHue:

Onepanunonnas cucrema (Microsoft Windows Iponpuemapnas);

[Taxer oducubix nmporpamm (Microsoft Office Iponpuemapnas),

[MporpammHoe obecrieueHre sl MPOCMOTPA ICKTPOHHBIX JOKYMEHTOB B
crangapte PDF (Foxit Reader GNU Lesser General Public License);
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[TporpammHbIE CpencTBa, OOECHEUMBAIOIIME POCMOTP BHAeOdAiIoOB B
dopmatax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU Lesser
General Public License);

Web-0pay3ep (Mozilla Firefox GNU Lesser General Public License);

Antusupyc (Kacnepckuit Open Space Security ITponpuemapuas).

I/IH(bOpMaHI/IOHHLIG CIIPaBOYHBIC CUCTCMBbI:

1) AsroMaTu3upoBaHHas HHQOpPMAIMOHHAs OMOIMOTEYHAs CcUCTeMa
Marc21SQL,;
2) CnpaBouHo-tmipaBoBas cuctema «Koncynprant [Tnrocy
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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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