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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
YCIOBUSXHEOOXOAUMO YJIEISATh JOCTATOYHOE BHHMAHHME COBEPILIEHCTBOBAHHUIO
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 OpraHU3aIMI0 JIOKyMEHTO000pOTa, IEKTPOHHBIN
JOKYMEHTOOOOPOT U apXMBHOE JI€JI0 B OpraHax TOCYJapCTBEHHOH BIAacTH
Poccuiickoii  @enepanuu, opraHax TOCYJapCTBEHHOM BJIAacTH CyOBEKTOB
Pocculickon ®@enepanuu; opraHax MECTHOIO CAMOYIIPABJIEHUS.

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 COBEPILIECHCTBOBAHMS JOKYMEHTALMOHHOTO OOECIEeUEHUs YINPAaBICHUS C
npUMeHEHUuEM U(POBBIX TEXHOJIOTHIA.



2. IlepeyeHb MIIAHMPYEMBbIX Pe3yJIbTATOB 00yUE€HHUS MO AUCIHHUILINHE,
COOTHECEHHBIX C IVIAHUPYEMBbIMHU Pe3yJIbTATAMH OCBOCHHS
o0pa3oBaTeJIbHOUIIPOrpaMMbI

Jucuummaa «/[okymenmayuonnoe obecnevenue u 0elonpou3B00CmMeo 8
20CY0apCmMEEeHHOM U MYHUYUNATbHOM YNpAasieHuuy y4acTByeT B (hOpPMHUPOBAHUU
CIIeAYIONICH KOMITETCHITUH (CISAYIOIINX KOMITETCHIINH):

KoMmnerennuun NuagukaTopsbl JleckpunTopsl
3HaHusn: LEHTPAIN30BaHHOMN 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 | Jemonpon3BoCTBa 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€JIOBOTO OOIIEHMS.
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 HOpPMaTUBHBIE 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  JIETONPOU3BOJICTBA 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
JOKYMEHTO000pOTa 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 IMCHUIINHBI B CTPYKTYpPe 00pa3oBaTeibHOM MPOrpaMMbl

«/{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 CITyk0a
(6 cem.)
udposoe rocymapcTBo /
Opranuzanys nperocTaBlIeHUs
rOCy/IapCTBEHHBIX U
JlucuumimHa sSBisieTcs
HEDEOIL B MYHHUIMIIAIBHBIX YCIYT
[1K-4 p - (7 cem.)
dbopmupoBaHUU
IIpon3BoacTBEHHAs MpaKTHKa
KOMIIETEHIIUU
(OpranuzanuoHHo-
yIipaBJieHYeCKasi IPaKTHUKA)
(6 cem.)

IIpon3BOACTBEHHAs IPAKTUKA
(ITpenaunmomMHast IpaKTUKA)
(8 cem.)




4. O0beM IUCHUILTHHBI (MOIYJISI) B 3a4€THBHIX eIUHULAX C YKA3aHHEM
KOJINYEeCTBA aKaJleMHYEeCKHUX MM ACTPOHOMHYECKHX YaC0B, BbIICJICHHbIX HA
KOHTAKTHYI0 pa0doTy 00y4al0UXCcH ¢ npenojaaBaresiaemM (Mo BUAaAM y4eOHbIX
3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aKOIUXCH

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

CemecTtp 4 cemecTp Beero,
aK.4acoB

OO01mmas Tpy10eMKOCTh (BCETo aK. 4acoB / 3.€1) 108/3 108
KonrtakTHas padota Jlexupn 8 8
ITpakTHueckue 3aHATHS 16 16

CamocrositenpHas pabora 75 75

Bun npomexyroqnoin
arrectanuu(kKoHT.pad. / 3auer 0,25/8,75 9
camocT.pab.)

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

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

TpynoemMkocTsb
KonTakTHas
abora
o]
HaumenoBanue = S
& [t
aznena E S S,
Ne P ° =| E e Coneprxanue
TUCIIUILINHEI g = = = -
[<2]
(Tema) a = : 3 2
® = )
() = o =
= = o <
% O o
< <
o, =
=
4 cemecTp
IIpenmer, 3a71a4H, CTPYKTypa
JucuUIIMHbL. OnpeaeneHue MmoHsATUM
JloxyMeHT B «IOKYMEHT», «JIOKYMEHTHpPOBAHHAs
CUCTEME uH(pOpMAIUI, «BJEKTPOHHBIN
yIpaBJICHHUS. JIOKYMEHT» B  TOCYIAapCTBEHHBIX
1 Pernamenrarus 13 1 9 9 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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METOJINYECKUE JIOKYMEHTHI,
periIaMeHTHPYIOLIHE npaBuiIa
BEJICHUS JIeJIONPOU3BOICTBA u
JIOKYMEHTO000POTA.
COBDEMOHILLE OO6mue TpeboBaHUS K OPOPMIICHHUIO
N e6p013aH1/1;1 « yIpaBIeHYECKUX JIOKYMEHTOB.
cIc)) crapnemmio . u | 13 9 CoctaB u o¢opmieHHE PEKBU3UTOB
JnokymeHToB, coriacHo ['OCT 7.0.97-
oopmIeHHIO ’
TOKYMEHTOB 2016. ITonarue «OnaHK» AOKYMEHTA,
™ ' BU/JIbI OJIAHKOB.
OcoBeHHOCTIH OpraHu3annoHHO-PaCTIOPSAUTEIbHAS
COCTABNCHIE 1 JIOKyMEHTAIHSI. JIOKyMeHTbI
T — OpraHM3alMOHHbIC (ycras,
o FEEII/IS&I_II/IOHHO MOJIOXKEHHE), JIOKYMEHTBI
P pacriopsiiuTeNbHbIe (ITOCTAaHOBIICHHE
MIPABOBBIX, )
ACTIODSUTHTE B HEI pacmopspkeHue, TpUKa3, YyKa3zaHue,
P P pelieHue). PacniopsinurenbHbie
X |
HH(OPMALIHOHHO- JIOKYMEHTBI, U3/]aBaEMbI€ B YCIOBHSIX
CIDABOUHLLX enuHOHauanus (TpUKa3, YyKazaHUe,
z[oi CHTOB pacrlopspkeHHe) U KOJUIETHATbHOCTH
ch}g\;womﬁﬂe (petieHue, MTOCTAaHOBJICHHE).
HH(OPMALIHOHHO 13 9 | Ocobennocru 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 CIPaBOYHBIX CHCTEM, DIIEKTPOHHBIX
. I;BOBHX S OMOIMOTEYHBIX pecypcoB u
BIZ) SnacT KOMITBIOTEPHBIX CIPaBOYHBIX
MPABOBBIX CUCTEM B o0nactu
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 10 |Pperucrpanms oOparnieHni;
oOpalieHusIMu YBEIOMIICHUE 3asBUTENIS; KOHTPOJb 32
rpaxkJIaH. CpPOKaMH HCIIOJIHEHUS] JTOKYMEHTOB;
UH(OPMAITMOHHO-CIIPABOYHAS
paboTa;  XpaHEHHME W  aHaIH3
MOCTYMUBUINX OOpaIieHui.
OcHoBHBIE  mpaBWia  pabOTBI  C
MUCEMEHHBIMH oOpareHusIMu
rpax/aH.
CoBpeMeHHOE 12 9 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 COCTaBJICHUS 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
Opraamnzanus VUPSKICHUSAX PA3THYHBIX YPOBHEH
paboThI CITyKObI yrnpapieHus. TUIOBbIE CTPYKTYpBI
JTOKyMEHTAIMoHHO | 12 2 10 | memonmpon3BOACTBEHHOM CITYXOBI.
ro obecrieueHus OcHoBHblE 3a7auud W (QYHKIHUH
yIpaBIeHUSI. CITY>KOBI JOKYMEHTAIlMOHHOTO
oOecnieuenust ynpasieHus. llonarue
(QIEKTPOHHBIA  CTHJIb  PabOTHI»
oduca.
Texnomorus Opranuzanus JOKYMEHTOOOOpOTa B
00paboTKH yupexaeHuu. TexHomorus o0paboTku
YIIPaBICHICCKIX BXOJISIINX, HCXOJISIINAX "
JIOKYMEHTOB. BHYTPEHHUX JTIOKYMEHTOB.
Hcnonp3oBanue 12 9 9 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 Jiest. TpeOoBaHus
Homerkrarypa 12 9 10 | X cocTaBieHHIO HOMEHKIATYPBI JIEIT.
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 75




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

Ne Buasl camocTosTensHON paboThI TpynoemMKocTs, ®opMa KOHTPOJIA
aK.4acsl
1. [IpopaboTka TEOpETUUYECKOTO
N Koncynbranus
MaTepHaia 1o KOHCIEKTaM JEeKIIH,
. npernojaBarers,
PEKOMEHIOBAaHHOM JIUTEpaType, 25 CrHOE
JIOTIOJTHUTEIHHBIM UCTOYHHKAM M
cobeceoBanue
uH(pOopMauu
2. [ToaroToBka K MpakTUYECKUM Beictynnenue ¢
3aHATHUAM: TIOMCK HEOOXOAUMOI JIOKJIa/I0M,
uHpopmanuu, 0opadboTka nHpOpMaIHH, o5 IIPE3EHTaLNs,
HalMcaHue JOKJIaa, MOArOTOBKA K OTBETHI Ha
BBICTYIUICHHUIO (JUCKYCCHUH) JMCKYCCHOHHBIE
BOIIPOCHI
3. [ToaroToBka K TeKyuieMy KOHTPOJIIO
(TecTMpOBaHWE W/UIIM HATIICAHUE o5 T
pedepata) ecTbl, pedeparbl
4. IToaroTroBka K MpOMEXyTOYHON VYcerHoE
aTTecTaluu(BONPOCH! K 3a4eTy, 8,75 cobecesioBaHue,
UTOTOBBIN TECT) TECTUPOBAHUE,

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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7.DoH/1 OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IJIsl IPOBeAeHMSsI
NMPOMEKYTOUHOM aTTecTAlMU 00yYAKOIIMXCS M0 JUCHUILIHHE

IIpumepHBbIe BONPOCHI I IPOBEICHUS IPOMEKYTOYHOM ATTeCTAHI
(3auera)
1. OnpeneneHue  HOHATHH  «IJOKYMEHT»,  «JOKYMEHTHUPOBaHHAs
uHbOpMAIUI), «JICKTPOHHBIM JTOKYyMEHT» B TOCYIapCTBEHHBIX CTaHIAPTaXx,
3aKOHOJIaTEJIbCTBE.

2. TexHonorust 00pabOTKM UCXOAIIUX TOKYMEHTOB.

3. TexHonorust 00pabOTKM BHYTPEHHUX JOKYMEHTOB.

4, Bunel oOparieHuii rpaxk/iad ¥ UX XapaKTepUCTHKA.

S. OcobeHHOCTH PabOTHI ¢ OOpAIIEHUSIMU TPAXK/IaH.

6. OcHoBHbIE TpaBuia pabOTBl C MNHCBMEHHBIMH OOpaIleHUSIMU
rpaxkaaH.

7. OpraHu3aluoHHbIE (dopMmbl CITYKOBI JOKYMEHTAI[MOHHOTO
obecrnieueHusl.

8. [ToHsiTHE «AJEKTPOHHBIN CTUIIL pabOTH» oduca.

9. Peructparusi ToOKyMEHTOB ¥ KOHTPOJIb 32 CPOKAMHU UX MCIIOTHEHHUS.

10. Tlomsatue «popmupoBanue aem». DopmupoBanue e B OpraHU3AIIIX
pPa3IUYHBIX YPOBHEH YIIPABICHUS.
11. IIpaBuna popMHpPOBaHUA PA3TUUHBIX KaTErOpU JOKYMEHTOB B JI€Ta.

IIpumepHbIe NPAKTUKO-OPUEHTHPOBAHHbIE 32]aAHUSA

3ananue 1. [lpencenarens denepanbHOro rocyaapcTBEHHOrO OMOIKETHOTO
yupexaeHuss Hayku @DenepalibHbIM uccieaoBaTenbckuil 1eHTp "Kapenbckuit
HayuHbId 1IeHTp Poccuiickoit akamemuu Hayk" (cokpam. - KapHIl PAH) O.H.
baxmetl5 mas Tekyliero roja m3aaid U MOJAMUCAN PACIOPSHKEHUE 00 ydyacTUH B
oO1meropoickoM cyo6otHrke. OO1Ieropoickoi cy0O0THUK IO YOOpKE TOPOia Mo
nesuzoM  «JlrobumMomy ropogy — JIOCTOMHYIO  YHCTOTY»  HPOBOIMICS
Anmvmunuctpanuei r.Ilerpo3aBonacka 18 mas Tekyuero roja.

CocraBbre Pacrnopspkenne, B KOTOPOM MPEANUCHIBACTCS MOAPA3ACIICHUIM
KapHIl PAH npunsate yyactue B 001IEropocKOM CyOOOTHUKE HA MPUIIETaOLIUX
Kk lleHTpy TeppuTOopUsX W B MNPOU3BOACTBEHHBIX MoMenieHusXx. OpraHuzanus
paboThl IO YOOpKE TEPPUTOPUU BO3JIAraeTcs Ha HavyallbHUKA aJMUHUCTPATUBHO-
xo3stictBeHHoro otnena B.II. MapkoBy. HauansHuky aBroxossiictBa O.B.
PyOGaHOBY mpeanuchiBaeTcsl BBIAEIUTh ABTOTPAHCHOPT JJIi BbIBO3a Mycopa.
Hcnonnurens pacnopsikenns OxateeBa C.b.

3amanne 2. B Anmunuctpauuu r. CTaBpoIois YCTAHOBJIEH CIIEIYHOUIUN
HOPSAZOK MEPBUYHON 00paObOTKU JOKYMEHTOB, MPUIIEIIINX MO MOYTE: COTPYAHUKH
DKCIIEINLINN PACKPBIBAIOT BCE KOHBEPTHI M 3aTEM YHUUTOXarT ux. Jlamee Bcd
ToKyMeHTarus (OyxraiaTepckasi, puHAHCOBAS U JIP.), IEPENACTCS CIICIUATUCTY 10
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perucTpanyy Uil BKIIOYEHUS WX B PETUCTPAIMOHHBIE (DOPMBI, ¢ yKa3aHUEM
HAMMEHOBAaHUSA JIOKYMEHTA, 3arojoBKa, KOJUYECTBAa JIMCTOB MW  HaJIUYUs
npwiokeHud K gokymeHtaM. [loscHure, Kakue TpeOOBaHHMS K MPOIECCY
NnepBUYHOM 0O0pabOTKM JOKYMEHTOB B JaHHOM ciy4yae HapyieHbsl. Kakue
HEraTUBHBIE MOCJIEACTBUS ATUX HAPYIICHU MOTYT IPOSIBUTHCS B Oy IyIiem?

8. [lepeyeHb OCHOBHOI1, TONMOJIHUTEIbHON Y4eOHOM JTUTEPATYPbI, PECYPCOB
HHPOPMALMOHHO-TEJIEKOMMYHUKANIMOHHOM ceTH « MHTepHe), He00X0AUMBIX
JJISL OCBOCHUS JUCUMILIMHBI (MOXYJIS)

a) HOPMaTHBHbIE IPABOBbIE AKTHI

1. Koncturymust Poccuiickoit  ®enepatun ot 12.12.1993r.  (mpunsiTa
BCEHApOJHbIM rojocoBanueM 12.12.1993) (¢ yu€roM mMoOmpaBOK, BHECEHHBIX
3akoHamu P® o mompaBkax k Konctutymuum 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-®K3, ot
14.03.2020 N 1-®K3, ¢ u3zm. Ha 04.10.2022).// OdunuanbHblii UHTEPHET-TIOPTAT
paBoBOM UH(popMauu www.pravo.gov.ru, 06.10.2022, N 0001202210060013.

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

3. «O0 wuHpopmany, UHOOPMAIMOHHBIX TEXHOJIOTHSIX U O 3alluTe
uHpopmaruny. PeaepanbHbiil 3akoH oT 27.07.2006 N 149-D3 (B neicTByrouiei
pen.)// "Cobpanue 3akononarenbcTBa PD", 31.07.2006, N 31 (1 4.), ct. 3448.

4, «O0 apxuBHoM Jene B Poccuiickoit ®enepauumny». dDenepaibHbIid
3akoH or 22.10.2004 N 125-®3 (B naeiictBytomieit pen.). // «CobOpanue
3akoHogarenscTBa POy, 25.10.2004. - N 43. - cT. 4169.

S. «O06 ytBepxkaeHun IlpaBun nenompousBojcTBA B (eaepabHbIX
opra’Hax HCHOJHUTENbHOU Biactw». llocranoBnenue IlpaBurensctBa PO ot
15.06.2009 N 477 (B neiictBytorei pen.). // «Cobpanue 3akoHOAaTEIbCTBA PDY. -
22.06.2009. - N 25. - ct. 3060.

6. «O0 ytBepxaeHuu [lpaBun nenonpou3BOACTBA 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) OCHOBHAasI JIUTEpaTypa:

S. bapuan H.H., [lokxymeHTalmonHoe ooecreueHre rocy1apCTBEHHOrO U
MyHUIIUNanbHOro 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. Opranu3anusi 1 TEXHOJOTHs TOKYMEHTalHOHHOIO
oOecrieueHusl yNpaBieHUs : yUeOHUK U MpakTukyMm uisi By3oB / JI. A. JloponuHa,

B. C. UputukoBa. — 2-e¢ wu3zd., mepepad. m mgom. — MockBa : HM3gaTenbcTBo
FOpaiit, 2024. — 270 c¢. — (Bwicmee ob6pazosanue). — ISBN 978-5-534-16016-1.
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— Texer : amextponubii // OOpa3oBarenbHas miatdhopma HOpailt [calT]. —
URL.: https://urait.ru/bcode/536404.

7. [yBanoBa, H. H. OcHOBBI nenonpou3BoACTBa. S3BIK CIIyXKeOHOTO
JOKYMEHTa : y4eOHMK W  mnpaktukym jiusa  By3oB/  H. H. lllyBasosa,
A. 10. lBanogBa ; mox o6mielt penakiuerd H. H. lllyBanoBoii. — 3-¢ uza., nepepao.
u gon. — MockBa: WznarensbctBo IOpaiit, 2024. — 384 c.— (Beicee
obpazoBanue). — ISBN 978-5-534-15217-3. — Tekct : »dJIeKTpOHHBIA //
OO6pazoBarenbHas miatgopma Opaiit [caitT]. —

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

B) JONOJIHUTEJIBLHAS JINTEpaTypa:

1. AnpapeeBa B.WM., [lemonpons3BOACTBO: OpraHu3alusi W BEJICHUE:
yueOHo-nipakTHueckoe nocobue / B.M. Anapeea. — M.: KnoPyc, 2020. — 294 c.
[DnexTponnsiit pecype]. URL:https://book.ru/book/934225.

8. Kopnees 1. K. [JokyMEHTUpOBAaHHE YNPABICHYECKON NEATEIBbHOCTH:
yueOHUK u mnpaktukym s By3oB/ WM. K. Kopuees, A. B. Ilmenko,
B. A. MamrypuieB. —-M.: MzmarensctBo [Opaiit, 2021.— 384 c. [DnekTpoHHBIN
pecype]. URL: https://urait.ru/bcode/468837.

9. Kysnenos U. H. [lokymeHTalmoHHOE OO€creueHue YIpaBiICHUS.
JIOKyMEHTOOOOPOT W JENIONPOU3BOJCTBO: YUYCOHUK M TPAKTHKYM Uil BY30B /
. H. Ky3znennoB—M.: MHznmatensctBo Opaiir, 2021.— 461 c. [DnekTpoHHBIN
pecypc].URL: https://urait.ru/bcode/468462.

10. Iysamoa H. H. Opranm3amust u TEXHOJOTHS JTOKYMEHTAIIMOHHOTO
oOecrieueHus: ynpaBieHus : yueOHUK 1 npakTukym st By3oB / H. H. lllyBanosa. —
M.: N3naTenscTBO IOpaiir, 2021. - 265 c. [DneKkTpOoHHBIN
pecypc].URL: https://urait.ru/bcode/469831

r) pecypcnl cetu «MHTEpHET»:
1) anexmponnvie npoguibHbLe HCYPHATLL

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

2. Kypuan «/lemonpon3BoacTBO U JOKYMEHTOOOOPOT HA MPEATPUSITHI.
[DnexTponnsiit pecype]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

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

4, Kypnan ¢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) anekmponmvie npopuibHble Oa3vl OAHHBIX/ CAUMbL

1. Bcepoccuniicknii Hay4YHO-HMCCIIEI0BATENbCKAN UHCTUTYT
nokymeHtoBeneHuss U apxuBHoro nena (BHUWJAI). [DnekrpoHHBIA pecypc].
URL: http://www.vniidad.ru

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

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

9. MeToanueckne yKa3aHus sl 00y4aIOUXCsl M0 0CBOEHUIO
AMCIHUTIAHBI(MOIYJIs1)

CaMocTosTenbHas MOJATOTOBKA 00YYAIOIINXCsl MPOBOIUTCS JIsl yTITyOJIeHUs
Y 3aKpEIUICHHs] 3HAHWM, MMOJYYEHHbIX Ha JIGKIUAX U APYIHMX BUAAX 3aHATUU, JUIS
BBIPA0OOTKH HABBIKOB CAMOCTOSITEIBHOTO MPUMEHEHUS HOBBIX, JOIMOJIHHUTENIBHBIX
3HAHWI U MOATOTOBKU K MPEICTOSIIUM YUYEOHBIM 3aHATHSAM, 3a4ETy.

Baxxabim YCIIOBHEM YCHEIMIHOIO U3Y4YEHUS
TUCHUIUTUHBIC/JOKYyMeHmayuonHoe  obecneuenue U  O0elONPOU3BOOCMBO 8
20Cy0apcmeenHom U MyHUYUNATbHOM YAPAGIeHUU» SIBISIETCS MOCEIIEHUE JIEKIINH.
[Ton mnocemenueM noapasyMeBaercs He (opMa IacCHUBHOIO NPUCYTCTBHS, a
aKTUBHas paboTa M0 M3Y4YEHHMIO HOBOro marepuana. IloaroToBka K JEKIIMOHHBIM
3aHATUSAM BKJIIOYAeT B ce0s aHAIM3 MpeajaraéMbIX s M3y4YeHHUs BOIIPOCOB,
U3y4YE€HUE HOPMATUBHBIX HCTOYHUKOB U YYEOHOH M HAy4YHOM JUTEpaTyphbl IO
paccMaTpuBaeMbIM BoIpocaM JieKuuu. B mpouecce aekunn o0yJaromuiicss MoKeT
3aJ1aBaTh YTOYHSIOIINE BOMPOCHI, OCYIIECTBUTh B3aUMOCBSI3b HOBOTO Marepuaa C
y’)K€ M3YyYEHHbIM, NOATOTOBUTH 0azy s 3(P(EKTUBHOTO HUCHOJIb30BAHUS
MOJIyYEHHBIX 3HAHUM, OOJIErYUTh TMOATOTOBKY K MPAKTUYECKOMY 3aHSATHIO.
O deKTUBHBIM  CMOCOOOM  (UKCAIMK  JICKIIMOHHOTO MaTepuajia  SIBJISIETCS
KOHCIIEKTUPOBAHUE, MPEICTaBIIAIONIEE COOOM HE TOJBKO (DUKCAIUIO BaKHEUIIUX
MOMEHTOB JIEKI[MH, HO M YKa3aHUE MPUMEPOB JJisi MOHUMAHUS TOTO WJIM HHOTO
TEOPETHUYECKOr0 MaTepuaia.

[Ipy moAroToBKE K MPAaKTUYECKOMY 3aHSATHUIO HEOOXOAMMO MCIIONb30BaTh
KOHCIIEKTUPOBAaHHBIE MaTepuaibl JEKIUH, Y4eOHYI0O M Hay4yHYIO JIUTEparypy.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXJEHHME BOIPOCAM MPAKTHUECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHWE MaTepHala, HO U ero aHajlu3 U
KPUTHYECKYIO OIeHKy. OOyuatoniemycs CjelyeT BbIIBUTh MAaJOU3yYCHHBIC
aCIEKThl PACCMATPUBAEMBIX BOIPOCOB, MPOSBUTh MHUIIMATUBY IPU MOATOTOBKE K
MPAKTUYECKOMY 3aHATHUIO.

[Ipy moAroTOBKE K NPAKTUYECKUM 3aHATHUSAMHU M 3a4ETy PEKOMEHIYyEeTCs
CUCTEMATU3UPOBATh 3HAHMS, H300pakas MX B TaOJIMYHOM, rpadUyEecKOM WIH
CXEMaTH4YHOM BUJI€. DTO MO3BOJIUT YCTAHOBUTH B3aMMOCBSI3b U3y4aeMbIX SIBJICHU,
YOPOCTUT 3aJady 3allOMUHAHMS MaTepuasa, OOJIETYUT MPOIECC MPAKTHUYECKOrO
IPUMEHEHUS IOJyYEHHBIX 3HAHUI.

3amaveil  MpaKTUYECKUX  3aHATUN  SBIAETCS  BbIpAa0OTKA  yMEHHS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHUS, MPOSBUTH HAIMYME MPAKTUYECKUX
HaBbIKOB. Ilpy  moaroroBke K  MPAaKTHUYECKOMY  3aHATUIO  CIEIYET
3a0J1arOBpEMEHHOT0 00€CTIeYUTh HaJuuMe HEOOXOAMMO IJsi JaHHOTO 3aHSTHS
MaTepHuaa, CaMOCTOSITEIbHO TOBTOPUTH PAHEE U3YUECHHBIE TEMBI.
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JUIsl yCIIeIHOTO OCBOEHUS TUCUUILINHBI «/[oKyMenmayuonnoe obecnevenue
U 0elonpou3e00Cmeo 8 20CYOapPCMBEHHOM U MYHUYUNATILHOM YNPAGIeHUU
BKHBIM SBJISIETCSI YMEHUE paboTaTh C TEPMUHAMHU U UX omnpeaeneHusMu. s
paboThl ¢ TEPMUHOJIOTHEN PHEKTUBHBIM SIBISETCS UCIOIb30BaHUE KaK yueOHOM
Y HAy4YHOU JIUTEpaTyphl, TaK U CIIOBapeEH.

PabGoTa ¢ TepMHHAMH MOKET OCYIIECTBISATHCS Kak B (OpME COCTaBIICHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB MJisi yJ00CTBA M CKOPOCTH IOMCKA
HeoOxomumoro TepmuHa. C  ITOW TENBI0 HEOOXOAUMO KAKIBI  HOBBIM
BCTPEUAIOLIUIICS TEPMUH 3allMChIBATh U BO BPEMs MOJATOTOBKU K CEMUHAPCKUM H
NPaKTUYECKUM 3aHSATUSM YKa3blBaTh COOTBETCTBYIOLIEE ompeneneHue. B ciydae
BO3HMKHOBEHUSI CJIOHOCTH BBIOOpA OIpPEACNICHHUS] W3 HMEIIIErocs odbema B
paMKax Hay4yHOTO 3HaHHUS HEOOXOAMMO 3aJaBaTh BOMPOCHI MPENOJABATENO B
pamKax JEKIMOHHBIX U MTPAKTHYECKUX 3aHSATHH.

WNurepaktuBHble  GOpMBI  MPOBEACHUS  3aHATHUA 1O  JAUCIUIUIMHE
«/lokymenmayuonHoe obecneuenue u 0erONPOU3B00CMBO 8 20CYOAPCMBEHHOM U
MYHUYUNATIbHOM YNPAaGieHUuU BKIIOYAIOT B ce0s1 CISAYIONINE BUJIbI 3aHATHIA:

- UWHTEPAKTUBHBIC JIEKIIMHM, MPEANOoJaraloT HCIOJb30BaHUE METOJa
npo6sieMHOTo u3joXxeHus. [Ipu TakoM moaxoze JEeKIUs CTAHOBUTCS MOXO0XKEW Ha
JUAJIOT, IMpernoJaBaHue UMHUTHPYET HCCIEAOBATEIbCKUN IMpOLEcC (BBIIBUTAIOTCS
NEPBOHAYAJIBHO HECKOJIBKO KJIFOYEBBIX MOCTYJIATOB MO TEME JEKIUH, U3JI0KEHUE
BBICTPAMBAECTCS MO MPUHUUIY CaMOCTOSITENBHOTO aHalu3a U 0000IIeHHs
CTYJ€HTaMHU Y4YeOHOro Marepuaia). JTa METOJMKAa IO3BOJSET 3aUHTEPECOBATH
CTYJIEHTa, BOBJIEUb €ro B Ipoliecc 00ydeHus. [IlpoTuBopeurss HaydHOro MO3HAHUS
PaCKpBIBAIOTCSI TIOCPEACTBOM IIOCTAHOBKU MpoOieMbl. YdeOHass mpobiema u
npoOJieMHasi CUTYyalusi SIBJSIIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMITOHEHTaMH
npobiemHoro obyuenus. [lepen HauanoMm M3yyeHHUs ONpPENETIEHHON TeMbl Kypca
CTaBUTCSI NEpe] CTyIEeHTaMu MpOOJEMHBIH BONPOC WU JaeTcsl MpOoOJIEMHOE
3aganue. CTUMynIMpys paspelieHue npoOsieMbl, MpernojaBaTellb CHUMAET
IPOTUBOPEUMS] MEXKIY UMEIOLIUMCS €€ TIOHUMaHUeM U TpeOyeMbIMU OT CTYJEHTa
3HaHUSAMH. D(DPEKTUBHOCTh TAKOTO METOAa B TOM, YTO OTACIBHBIC MPOOIECMBI
MOTYT TOJHUMATHCS CAMHUMH CTyAC€HTaMmH. [ JIaBHBIA ycmeX JaHHOTO METoja B
TOM, YTO TIpernojaBaTeNb J0OMBAaeTCS OT ayAUTOPUU «CaMOCTOSITEIbHOTO
pelIeHus» TOCTaBICHHOW mTpoOsembl. OpraHuzanus TPOOJIEMHOTO OO0ydYeHUs
MPEACTABIACTCS JOCTaTOYHO CIIOKHOW, TpeOyeT 3HAYUTENbHOW MOJATOTOBKH
aexktopa. OJHAKO HA HAYAJIbHOM ATale MCHOJb30BaHMs 3TOI0 METO/A €r0 MOXKHO
BHEJIPATHh B CTPYKTYPY TOTOBBIX, paHee pa3paOOTaHHBIX JIEKIWH, MPaKTHYECKUX
3aHSATUH KaK JOIIOJHEHHUE.

- aHalM3 CUTyaluil (KeHc-MeTOoJ) — TEXHHMKAa OOYy4YEHHs, UCIOJIb3YIOIIast
OMMCAaHWE peajbHbIX cuTyauil. OOydyarouuecs JOJKHBI MPOAHAIU3UPOBATH
CUTYaIUIO, pa300paTbCsi B CYyTH IpOOJIEM, MPEUIOKUTh BO3ZMOXKHBIE PEUICHHS U
BbIOpaTh Jydliee U3 HUX.B OCHOBe MeTola KOHKPETHBIX CHUTYalil JIEXKUT
ONKCaHNEe KOHKPETHOM NpPO(EeCCHOHATBFHOM MEATENbHOCTH WM SMOLMOHAIBHO-
IIOBEJICHYECKUX AaCIIEKTOB B3aUMOACUCTBHs Jtojeu. 1Ipu m3ydyeHuMM KOHKpETHOMN
CUTyalldd, M aHaliu3e KOHKPETHOTO TMpUMEpPa CTYACHT JIOJDKEH BXKUTHCS B
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KOHKPETHbIE  OOCTOATENbCTBA, IMOHATH CUTYyallMIO, OLEHUTh OOCTaHOBKY,
OTIPEJICNINTh, €CTh JIU B HEM mpobiieMa U B ueM ee cyTh. ONpeenuTb CBOIO poilb B
pelieHnuu npoosieMbl U BEIpadOTaTh 11eJ1eCO00Pa3HYIO JMHUIO MTOBEICHUS.

OueHouHele U METOAUYECKHE  Marepuagbl [0  JUCHUILIIMHE
«/[okymenmayuonHoe obecneuenue u 0er0NPoOU3BOOCMBO 8 20CYOAPCMEEHHOM U
MYHUYUNATIbHOM YnpasieHuuy TipesictaBieHsl B DOMM.

[Ipy NOArOTOBKE K MNPOMEKYTOUYHOMY HIM HTOIOBOMY TECTUPOBAHUIO
HEOOXOJMMO H3YyYUTh TEOPETUUYECKUI U TMpakTUYecKuil Mmatepuain. TecTtoBbie
3aaHus (C epeyHeM BO3MOXKHBIX BapUaHTOB OTBETOB, CPEIU KOTOPBIX XOTS Obl
OJIMH OTBET SBJISIETCSI HEBEPHBIM) OOECIEYMBAIOT CTPYKTYPHOCTHb MBILICHHUS,
BBIHY’KJICHHOTO BBIOpaTh U3 MPEIJIOKEHHBIX BapUAHTOB OTBET BCE IMPABUIIbHBIC
BApHUAHTHL. TE€CTOBBIE 3aJaHUs HA YCTAHOBJICHUS COOTBETCTBHUS IOAPA3YMEBAIOT
HEOOXOJIMMOCTh MPOSIBJIEHUST HE TOJBKO 3HAHUS Y4eOHOro marepuajia, HO M
YMEHMsI TIPUMEHSTh MpaBuia (QopMaJbHON JIOTUKHU. TecToBble 3aJaHusd Ha
YIOPSZIOYECHUE HAMPABJICHBI HAa YCTAHOBJICHUE JIOTUYECKOU IOCIEA0BATEIBHOCTH
paccMaTpuBaeMbIX SIBJICHUH (BpEMEHHU CYLIECTBOBAHUS SBJICHUM, PaCIOJIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB IIPABOBBIX JTIOKYMEHTOB U T.I1.).

O¢ddexTuBHBIM CcHOCOOOM JJs1 MOATOTOBKM K TECTUPOBAHUIO SIBISETCS
paboTta 00ydaromerocst Mo PELIEHUI0 TECTOBBIX 3aJaHUM, MPEAOCTABICHHBIX AJIs
CaMOCTOSITENIbHOM paboThl. Takke Hpu MOATOTOBKE K Takod (hopMe KOHTPOJI
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIECIYET CAMOCTOSATEIBHO MONBITATHCS
npopaboTaTth paccMaTpUBaEMble B JAMCLMILUIMHE BOIPOCHI B (DOPME COCTABIICHUS
TE€CTOBBIX 33JIaHUM.

[Ipy moaroToBke K 3adeTy CIEOyeT HMETh B BHUAY, YTO OH SBISIETCS
UTOTrOBOM (POPMOYM KOHTPOJISI 110 U3YUEHUIO TAHHOW y4eOHOW MUCHMIUIMHBI. 3a4eT
MOJAPA3yMEBAET  MAKCUMaJbHYIH  KOHLEHTpPAalUK  3HAHUM HU  YMEHUH,
IIPEANOJIATalOINX [T0JIHOE U3YYEHNUE MaTepuaa JUCLUIIINHBI.

3auyeT npoBOIUTCS B pOpMETECTa U BHITIOJHEHUS 3a/1aHU.

Pemenne mpemnomaBatenss o0 WUTOTOBOWM  OLIGHKE MPUHUMAETCS  T10
pe3ysibTaTaM BBIITOJIHEHHOIO MUCBMEHHOTO (T€CTOBOIO) 3a/JaHMsl, B 3aBUCHMOCTHU
OT ILIKaJbl OLIEHKHU.

B kadecTBe HMCTOYHMKA JONOJHUTENIBHBIX MAaTEPUATIOB PEKOMEHIYETCS
MOJIb30BaThCsl MH(pOpManMend OTKPBITOro Joctyma ceTu Internet (maHHBIMHU
MH(OPMAIMOHHO-TIPABOBBIX U 00PAa30BaTEIbHBIX OPTAJIOB, OPUIIMAIIBHBIX CANTOB
MHUHHUCTEPCTB, BEAOMCTB, OTIECIBHBIX OPTraHU3alWi, JAHHBIMU TOCYIApCTBEHHOMN
CTaTUCTUKHU, pe3yJbTaTaMU 3KCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIIOJIb30BaThCS BO3MOKHOCTSIMH CIPABOYHO-TIPABOBBIX CHUCTEM, 0azbl
KOTOPBIX COAEPKAT HE TOJBKO TEKCT HOPMATUBHBIX aAKTOB, HO U HAYYHBIE CTaTbU
no paznmuuHbiM  BompocaM  (Hanmpumep, CIIC  «Koncynbrant  Ilmrocy).
PexomMenayeTcst Takke UCIOIb30BaTh AIEKTPOHHO-OMOINOTEYHbIE CUCTEMBI.

10. Oco0eHHOCTH OCBOECHUSA JUCHHUIIMHBI 1JIS1 HHBAJIHI0B M JIUI C
OrPAHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbS
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OOyuenne 0Oy4YaIOIIUXCS C OTPAaHUUYEHHBIMH BO3MOXXHOCTSIMH 370POBbS
npyu HEOOXOJMMOCTH OCYIIECTBJISICTCS Ha OCHOBE aJanTHPOBAHHON paboueit
OporpaMMbl  C  HUCIOJIb30BAaHUEM  CIEHMAJIBHBIX ~ METOJIOB  OOy4YeHUs W
TUIAKTAYECKUX  MaTepHalioB, COCTaBJICHHBIX C y4eTOM  OCOOEHHOCTEH
NCUXO(PU3NYECKOTO PA3BUTHUSA, HHAUBUAYATbHBIX BO3MOXKHOCTEH M COCTOSHUS
3JI0POBBS TAKWUX OOydaromuxcs (00yJaromierocs).

B HEJsIX OCBOCHHUS y4ueOHOM IPOrpaMMBbl JUCITUTUTHBI
«/lokymenmayuonnoe odecneuerue u 0e1ONPOU3BOOCMBO 8 20CYOAPCMEEHHOM U
MYHUYUNATbHOM — YNpagieHuu» WHBAIAJAMU U JIMIAMH C OTPAaHUYCHHBIMH
BO3MOXKHOCTSIMH 3710pOBbsi IHCTUTYT 0OecrieunBacT:

— JUIS MTHBAJIUJOB U JIUI] C OTPAaHMYECHHBIMH BO3MOKHOCTSIMH 37IOPOBBSI IO
3pEHUIO: pa3MEIIeHNEe B JOCTYMHBIX AJSl OOyYaIOUIUXCS, SBISIONINXCS CIETBIMU
Wi cIabOBUISAIIMMU, MECTaX W B aJalTUPOBAaHHOW ¢GopMe CHpaBOYHOMN
uHOpMaAIlUU O pACHCAHUM YYEOHBIX 3aHATHUH; NPUCYTCTBUE AaCCUCTEHTA,
OKa3bIBAIOIIETO oOyuaroemycs HEOOXOAUMYIO IOMOIIIb; BBITTYCK
AIbTEPHATUBHBIX (POPMATOB METOJUYECKUX MATEpUaATOB (KPYMHBIA MIPpUPT wiIH
aynnohanel);

— JUIsl MTHBAJIUAOB U JIUIl C OTPAHUYEHHBIMU BO3MOXXHOCTSMHU 370POBBS 110
CIIyXY: HaJ[JIS)KAIIUMH 3BYKOBBIMU CPEJICTBAMH BOCIIPOU3BEICHNE UHPOPMALIUK;

— JUI1 UHBAJIUIOB U JIUI[ C OIPAaHUYCHHBIMH BO3MOKHOCTSIMU 3]I0POBbS,
UMEIONINX  HApYIICHWs  OMOPHO-IABUTATEIBHOTO  ammapara:  BO3MOXKHOCTh
OeCIpensITCTBEHHOTO JIOCTYIa 00y4YalouXcsi B y4eOHbIE TTOMEIICHHS, TyaleTHbIC
KOMHATBI U JPYTHE TIOMEIICHUS, a TAK)Ke MPEObIBAHUE B YKA3aHHBIX MIOMEIICHUSX.
OO6yuaronuecss U3 yucia uHBaauaoB u jui ¢ OB3 olecrnieueHbl meYaTHBIMU U
(MM SIEKTPOHHBIMUA 00pa30BaTENIBHBIME pecypcamMu B popMax, aJanTHPOBAHHBIX
K OrpaHUYCHUSAM HX 370poBbs. OOpazoBaHuEe OOyUaAIONMUXCS C OTPAaHUYCHHBIMH
BO3MOXKHOCTSIMH 3/I0POBbSI MOXKET OBITh OPraHU30BaHO KaK COBMECTHO C JIPYTUMHU
OOyYarOIIMMHUCS, TaK U B OT/ACTBHBIX IPYIITIAX WA B OTACIBbHBIX OPTaHU3AIUSX.

11. Ilepeyenb HHPOPMAIUOHHBIX TEXHOJIOT U, MPodeccHoHAIBLHBIX 0a3
JAHHBIX,MCN0JIb3yeMbIX MPH OCYHIECTBJICHUN 00Pa30BATEIbHOI0 MPOLIECCA 10
AUCHMILUTHHE (MOYJII0), BKJIKOYAS NepeYeHb MPOrPAMMHOI0 odecrneyeHus u
HH(OPMALMOHHBIX CIIPABOYHBIX CUCTEM

[IporpammHoe obecrieueHue:

Onepanunonnas cucrema (MicrosoftWindowsiiponpuemapnas);

[Taker oducusix mporpamm (MicrosoftOfficerlponpuemapnas);

[TporpammHOe ObecriedeHre s MPOCMOTPa AJIEKTPOHHBIX TOKYMEHTOB B
crangapre PDF (FoxitReaderGNULesserGeneralPublicLicense);

[TporpammHbIe CcpencTBa, OOECHEUMBAIOIIME POCMOTpP BHAeOdaiIoB B
dopmarax AVI, MPEG -4, DivX, RMVB, WMV (K-
LiteCodecPackGNULesserGeneralPublicLicense);

Web-6pay3ep (Mozilla Firefox GNU Lesser General Public License);

AntuBupyc (Kacnepckuit OpenSpaceSecurity lponpuemapnas).
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HNudbopmaninoHHbIE CIIPAaBOYHBIE CHCTEMBI:

1) AprtomaTuzupoBaHHas uHQOpMalMOHHas OuOIMOTEYHAs CcHUCTEMa
Marc21SQL,;

2) CnpaBouHo-1ipaBoBas cucreMa «KoncynprantlLmocy

12. MaTepuaibHoO-TeXHHYecKasi 0a3a, HeoOXoAMMast JIJIs OCYIIeCTBJIEHUS
00pa30BaTeJbHOI0 MPOLECcca Mo JUCHUIINHE (MOTYJII0)

CrnenuajJnu3upoBaHHbIe AYIUTOPUH:

YueOHast ayauTopusl JUIsl TNPOBENEHUS 3aHATUH CEMHHAPCKOTO THIA, KYpPCOBOTO
MPOSKTUPOBAHUS (BBIMIOJIHCHUS KYPCOBBIX pabOT), TPYNIOBBIX ¥ HWHIWBHIYAIbHBIX
KOHCYJIbTAIIMH, TEKYIIEro KOHTPOJISI M TPOMEKYTOUHOM aTTecTalu / KOMIIbIOTEPHBIN Kiacce
/ TIOMETIIEHUE JIJIsl CAMOCTOSITEIILHOU PabOThI

TexHn4eckue cpecTa 00yUeHus:

KOMIIBIOTEpP C TMPOrpaMMHBIM oObOecredeHreM, yKa3aHHbIM B 1.11, moctymoMm Kk cetu
«HTepHeT» U 00ecreueHrneM JIOCTyIa B 3JIEKTPOHHYI0 HHPOPMAIIMOHHO-00pa30BaTEIbHYIO
cpeny

CrnenuajJu3upoBaHHbIe AYIUTOPUH:

YueOHast ayquTOopus AJis MPOBEICHUS 3aHATUHN JICKIIMOHHOTO THIIA, 3aHSITHH CEMHUHAPCKOTO
TUTA, KYPCOBOTO TIPOCKTUPOBAHUS (BBITIOJHCHHSI KYpPCOBBIX pPa0OT), TPYNIOBBIX H
VHJIUBUYAIbHBIX KOHCYJIBTALlUN, TEKYILETO KOHTPOJIS U IIPOMEKYTOYHOM aTTECTAllMU
TexHuuveckue cpecTa 00yyeHus :

MYJIbTUMEIUNHBIA KOMIUIEKC

KOMITBIOTEP C MPOTPAMMHBIM 00€CTIeUeHneM, YKa3aHHbIM B 11.11
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