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1. llosicHUTEJIBLHAA 3aIMUCKA

Kypc  «/loxymenmayuonnoe obecneuenue  OesimeibHOCMU  OP2AHO8
nyoOIuuHOU 61acmuy 3aHUMAET BAXKHOE MECTO MpPH TMOJTOTOBKE MAarucTpOB IO
HamnpanyieHnto 38.04.04 — ['ocynapcTBEHHOE U MYHMITUIIAIBLHOE yIIPaBJICHHUE.

AKTYaJbHOCTh M3YYECHHS AUCHUIUIUHBI «/[oKyMeHmayuoHHoe obecnedenue
O0esimenbHOCMU 0pP2aH08 NYOIUYHOU 61acmuy ONPENeNseTCs 3HAYMMOCTBIO POJU
JIOKyMEHTOB B MHPOBOM HWH(OPMAIITMOHHOM TMPOCTPAHCTBE. B coBpeMeHHBIX
YCIIOBHUSIX JJIsl TOBBIMIEHUS S(PPEKTUBHOCTA YHpPABICHHUS HEOOXOIUMO YIEISAThH
JIOCTAaTOYHOE BHUMAHWE COBEPIIICHCTBOBAHUIO PAa0OTHI C JOKYMEHTaMH, TaK Kak
BCSAKOE YIPABIICHUECKOE peIIeHUuEe Bcerga OasupyeTcs Ha WHGOpMAIu, Ha
cayxebHoMm mokymeHTe. Opranusamusi padOThl C JOKYMEHTAaMH BIMSET Ha
KauecTBO palOThl ammapara YNpaBlICHUs, OPTaHU3ANUI0 W KyIbTYpy Tpyaa
yIpaBJIeHUYECKUX pabOTHUKOB. OT TOTO, HACKOJBKO MPO(EeCcCHOHATBHO BEIETCA
JIOKyMEHTAIMs, 3aBUCHUT YCIIEX YIIPABIECHUYECKOM JESITEIIbHOCTHU B IIETIOM.

enmsMu  OCBOGHHMS NUCHUIUIMHBI  «/[oKyMenmayuonnoe obecneueHue
O0esimenbHOCMU 0p2aH08 NYOIUYHOU 61ACMU» SBIIAETCA U3yUYE€HUE HEOOXOUMOTO U
JIOCTaTOYHOTO YPOBHS TEOPETUUYECKUX 3HAHUM MO JCIONPOU3BOJICTBY U HAaBHIKOB
UX TPUMEHEHHS B NPO(ECCHUOHATHLHOM JIEATENbHOCTH; pPAa3BUTHE YMEHUUN
COCTABJICHHUSI JIOKYMEHTOB B KOHKPETHBIX YIPaBICHYECKUX CHUTyallUsX B
3aBUCUMOCTH OT HAa3HAYCHUS, COJACPKAHUS U BUJIA JOKYMCHTA.

3amaun JUCIIUIUINHEL:

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

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

3. O3HAaKOMHUTBCS C OCOOCHHOCTSIMH COCTaBJIICHHS H  O(OPMIICHHS
pPa3IUYHBIX BUJIOB JIOKYMEHTOB, IPUMEHSEMbBIX B OPTraHU3aLUIX PA3IUYHBIX (GOopM
COOCTBEHHOCTH.

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

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

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

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

Hucrunnaa «/[okymenmayuonHoe obecneuenue OessmeibHOCMU OpP2aHO8
nyonuuHoU Gnacmuy» ydacTByeT B (OPMHPOBAHUU CIEAYIOMEH KOMIETEHITUU
(cenyrommnx KOMIETEHIINM ):



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

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

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

U (POBBIX TEXHOJIOTUI

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

3HaHuA: OCOOECHHOCTEH COCTaBJICHUS U

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

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

Ymenus: pa3pabaThIBaTh
a/IMUHUCTpaTUBHbIE periaMeHThl
NeSITEIPHOCTH ~ OPTaHOB  ITYOJMYHOTO
yIIpaBJIEHUS;  OCYILECTBIISATh  JEJIOBOE
oOmieHnue; paspabaThiBaTh JIOKAJIbHBIC
HOpPMAaTUBHBIE JTIOKYMEHTBI,
pETIaMEeHTHPYIOIIUE  YIPABICHUECKYIO
NesITebHOCTD; BECTH JIeTIOBYIO
MIEPEITUCKY, B TOM  4HCIE C
UCIOJIb30BAHUEM COBPEMEHHBIX
AJIEKTPOHHBIX (opM oOMeHa JerIoBOM
uHpopMaImen.

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




3. MecTo AucUMILVIMHBI B CTPYKTYpe 00pa30BaTe/IbHON NPOrpaMMbI

«/lokymenmayuonHoe obecneyeHue OesIMENIbHOCU OpP2aHO8 NYOIUYHOU

eaacmuy

ABJIACTCA

0053amenvHol

OUCYUNTIUHOLL

yacmu,

gopmupyemoii

VUACMHUKAMU 00PA308AMENbHbIX OMHOWEHUL TSI TIOATOTOBKH CTYJIEHTOB II0
HarnpanyieHnio 38.04.04 — ["'ocyapCcTBEHHOE U MYHMITUTIAIBLHOE yIIPaBJICHHUE.

Hpenmecrpyomme | JAucuuminHbl (MoayJin),
AUCHUTLTUHBI NPAKTHKHU Y4eOHOTO0
IMocaenyromme TUCHUTIIUHBI
(Moay/in), IPAKTHKHA IJIaHA, B KOTOPBIX
HIndgp (Moay/u), NPAKTUKH
y4eOHOro njiaHa, B KOMIeTEeH U
KOMIIETeHIIUH Y4e0HOro IJIaHA, B KOTOPBIX
KOTOPBIX OCBauBaeTcsl
0CBAHUBAETCSl KOMIETEHIHSA
0CBaUBaeTCsl napajijiejibHo ¢
KOMIIeTCHIUSA HU3y4aeMOH TMCUMIIHHON
Kanposas nmonurtuka u
KaJpOBBII ayauT B cepe
MyOJIMYHOTO YIIPaBJICHUS
JlucuuruHa sSBIsIeTCS (3 cem)
[K-3 IIEpBOM B [Ipon3BocTBEHHAS IPAKTUKA
hopmupoBaHUHN (meparoruyeckas npakTuka) (3
KOMITETCHIIH ceM.)
[IpousBoicTBEHHAs IPAKTHKA
(ITpenmumnmomMHast mpaKkTUKA)
(4 cem)
[{udpoBoe rocyaapcTBeHHOE U
MYHHIIMITAILHOE YIIPaBICHUE
JlucuunianHa sBiseTcs (2, 3 cem)
[K-4 IIEpBOM B TeppuropraIbHBI MAPKETHHT
(dbopmMupoBaHUU (4 cem.)
KOMTICTCHITHH [Tpon3BoicTBEHHAS TIPAKTHKA

(ITpegnunnoMHas MpakTHKA)

(4 cem)




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

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aKOIIUXCSA

OO6m1as TPYJAOEMKOCTh OCBOECHUA
«/loxymenmayuonnoe obecneuenue 0esiMenlbHOCU OPeaAHO8 NYOIUYHOU GIACHIUY)
cocTasiisieT 3 3aueTHBIX equuaull Wik 108 akageMudeckux Jaca.

y4eOHOM TUCIUATIINHBI

Bcero,
Cemectp 1 cemectp
aK.4acoB
O61mmast Tpya0eMKOCTh (BCEro ak. 4acoB / 3.ej1) 108/3 108
Jlexuuu 16 16
KonraktHas pabora
[TpaxkTrueckue 3aHATHS 16 16
CamocTosiTenbHas paboTa 40 40
Bun npomexyrounoi
arreetan DK3ameH 2,3/33,7 36
(xoHT.pab./ camocT.
pab.)

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

TpynoemMKocTsb
KonTaktHas
abota
<
HaunmenoBanue = S
= [t
azzena £l = )
Ne pasit e =| E o Conepxanue
JUCITUATITUHBI 3 = | = -
lep]
(Tema) a = B 2
B" .
5} = o =
= = o <
0] °
al| B
=
1 cemectp
[Ipeamer, 3a/1auu, CTPYKTypa
JOUCIUIIIINHEL. J0OY KakK
JIeATEIbHOCTD, OXBaTbIBAIOIIAs
OKYMEHTHUPOBAHHE W OPTaHU3AIHIO
JIoKymMeHT B JIOKYM p p 8
1 | cnerene 12 2 9 8 paboThI C TOKYMEHTaMH.
' OnpenerneHne MOHATHH «JOKYMEHT»,
YIpaBJICHUS.
«TOKyMEHTHUPOBaHHAs WH(HOPMAIIUS,
«AIEKTPOHHBIN JIOKYMEHT» B
roCcyAapCTBEHHBIX CTaHJIapTax,
3aKOHO/IaTEIIbCTBE "

7




JOKYMEHTOBE/IGHUH.  B3auMocBs3b
HOHATHI «IOKYMEHT» "
«uHpopManus». MecTto u  poib
JOKYMEHTOB B  YIpPaBJICHUH Ha
COBPEMEHHOM JTarle.

@OyHKINU TOKYMEHTA.

OcobenHoctu COCTaBJICHUS U
oopmiienns CIIPaBOYHO-
UHPOPMALIMOHHBIX U CIIPaBOYHO-
AHAIUTHUYECKUX  JOKyMEHTOB  Ha

OCHOBE nH(POPMAITMOHHON U
ounbmmorpaduuecKkoi KyJbTypHI.
Pazpabotka aJIMMHUACTPATUBHBIX

pErIaMEeHTOB JCATEIbHOCTH OPraHoB
yOJIMYHOTO YIPaBJICHUS.

OcHOBHBIE
npaBuia
COCTaBJICHUS H
odopMIIeHUS
YIIPaBICHYCCKUX
JIOKYMEHTOB

16

OpranuzaioHHO-pacnopsAuTeIbHAS
JIOKYMEHTAIIHS. HopMmartusHo-
mpaBoBass 0asza JTIOKYMEHTaIlHOHHOTO
obecrieueHusi ympaBieHHS B cdepe
MpOPECCHOHAIBHON  JIeITEIIbHOCTH.
TpeboBanus K 0(pOPMIICHUIO
JIOKYMEHTOB" C JaToll BBEICHUS B
nerictreue 1 wumrons 2018 ropa.
[IpaBuna pa3pabOTKH  JOKAIBHBIX
HOPMAaTUBHBIX JIOKYMEHTOB,
pEerIaMeHTUPYIOIIUX
YIPABJICHUECKYIO ACSITEIHBHOCTD.
[TonsitTre «o00sM3aTENbHBIA PEKBU3UT
JIOKyMEHTa».  bllaHk  JOKyMeHTa.
brmankn  oOmwme, 1maa  mHCEM,
repOoBbIE.

Opranu3zanus
paboThI CIyXOBI
JOKYMEHTAITHOHHO
ro obecrevyeHus
yIIpaBJICHUS

12

OpranuzalinoHHble (QOPMBI  CITYKOBI
JIOKYMEHTAIMOHHOTO  00ecrevyeHusl.
®akTophbl, BIUSIONNE HA UX BBIOOD B
YUPEKACHUSAX PA3IUUHBIX ypPOBHEH
yrpaBieHusi. THUIOBBIE CTPYKTYpPBI
JIeNIOTIPOU3BOICTBEHHON CITYKOBI.
IlonsiTHe  «ONEKTPOHHBIM  CTHIIb
pabotel» oduca. Buasl obpamieHuit
rpaXJaH M TEXHOJIOTUH paboThl ¢
HUMH, B TOM 4HCJE IOCPEICTBOM
NPUMEHEHHS TU(PPOBBIX TEXHOIOTHH.
[TpaBuna JIeI0OBOTO o01ieHus,
BEIICHUA JTIOKyMEHTO000pOTa u
JIEJIOBOM MEPENUCKU C TpaxJIaHaMH U
BHEITHUMH OpTaHH3aIHsIMU.
CoBpeMeHHbIE 3JEKTPOHHBIE (HOPMBI
oOMeHa  JienoBodl  mH(pOpMaLKEH.
DJNEeKTpOHHBIE ~ KOMMYHMKAllUd B
chepe JIOKYMEHTaIIHOHHOTO
o0ecreyeHus yrpaBJIeHHUs




Opranuzaius JOKyMEHTOO0OpOTa B
yapexaeHuu. TexHomaorus 00paboTKu
BXO/ISIITIX UCXOISIINX u
Oprasu3anus JULLHX, AL
BHYTpEHHUX JOKyMeHTOB. IIpaBuia
JIOKyMEHTO000pOT
. JIBUKCHUS, XpaHEHUs u
‘ MCIIOJIb30BaHUS aBJICHYECKUX
4. | JlokyMeHTalluOHH 16 4 4 8 yip
JIOKYMEHTOB. Texnonoruu
oe o0ecrieyeHue
JIOKYMEHTAllMOHHOTO  o0ecreueHust
yIpaBICHUS
KaJpOBOTO TUTAHUPOBAHHUS u
MEPCOHAIIOM.
KaJpoBOrO ayauTa B  YCIOBHUSX
u(ppoBON cpeabl 1 OCOOCHHOCTH UX
PUMEHEHHUS.
Peructparus u
ITonsiTue «perucrpauus
KOHTPOJTb
JIOKYMEHTOB. 3HaueHue
HCTOTHCHHA CTUCTpAllMK  JOKYMEHTOB s
JIOKYMEHTOB. p P . ™
yIpaBIeHYECKON JESITEIbHOCTH.
[IpaBuna
S. BHIKEHHS 16 4 4 8 | [IpuHOMIIBI ¥ TIpaBHJA PETHCTPALAN
’ U MHJICGKCUPOBAHHUS  JOKYMEHTOB.
XpaHCHUS U
Cocras PETUCTPUPYEMBIX u
UCIIOJIb30BaHUS
HEPETUCTPUPYEMBIX JIOKYMEHTOB.
YIIPaBICHYECKUX
Perucrparmonnsie Gopmsl.
JIOKYMEHTOB
DK3aMeH 36 2,3 33,7
Utoro 108 | 16 | 16 40

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

PadoThI 00Yy4AKONIUXCH MO TUCHUILINHE (MOLYJIIO)

Ne Buasl camocTosTensHONM paboTh TpynoemMKocCTs, ®opMa KOHTPOJIA
aK.4gachl
1. [TpopaboTka TEOpETUUECKOTO
o Koncynbranus
MmarepHaa 1o KOHCIEKTaM JIeKIHi,
. npenojaBaTes,
PEKOMEHI0BaHHOM JIUTEpaType, 12 CTHOE
JIOTIOJTHUTEIBHBIM HCTOYHHKAM Y
cobecenoBanue
uH(popMalun
[ToaroToBka K MpakTUYECKUM Brictynnenue ¢
3aHATHUSIM: TIOUCK HEOOXOIUMOM JTOKJIaJIOM,
uHpopmanuu, oopadboTka 16 IIpe3eHTalMs,
uH(pOopMalliy, HalMCcaHue JT0KIaa, OTBETHI HA
MOJTrOTOBKA K BBICTYIIJICHHIO JIUCKYCCUOHHBIE
(TMCKyCCHH) BOITPOCHI
3. [TonroroBka K TeKyIIeMy KOHTPOJIIO
& ymemy p 12 TecTsl
(TecTUpOBaHUE)
4. IToaroToBKa K MPOMEXYTOYHOMN YcerHoE
aTTeCcTaluu 33,7 cobecenoBaHue,
(BOMPOCHI K IK3aMEHY) TECTUPOBAHUE

JIJist caMOCTOSITENIbHOM pabOThl MO MUCHUILIHHE (MOIYJI0) O0ydaromuecs

UCIOJIB3YIOT ClIeyIolee yueOHO-MeTOInYecKoe 00ecredeHue:




1) bapuan H. H., JlokyMeHTalluOHHOE OOECIeYeHrUEe TOCYJapCTBEHHOTO
¥ MyHUIIMNadbHOTO yrpaBienus: yueonuk / H. H. bapuan, A. B. MouceeB. — M.:
KnoPyc, 2022. — 259 C. [OnekTpoHHBI  pecypc]. URL:
https://book.ru/book/942420

2) beikoBa T.A. JIOKyMCHTAlMOHHOE OOCCIICYCHHUE  YIPABJICHUS
(menompou3BojicTBO): yueOHoe mocodue / T.A. beikoBa, T.B. Ky3Hemoga,
JI.B. Cankuna; oa o6mi. pea. T.B. Ky3nemoBoil. — 2-e uzn., nepepad. u aom. —
M.. HNHO®OPA-M, 2024. — 304 «c. [Onekrponnsii pecypc]. URL:
https://znanium.ru/catalog/product/2110037

3) Kabamo C. . Oprasu3anms o00IIEro ©  CIEHHAILHOIO
JIETIONIPOM3BOICTBA B OpraHaX MECTHOTO CaMOYTpaBJICHHs: y4eOHOe mocodue /
C.I0. Kabamo. — M.: UH®PA-M, 2023. — 421 c. [OnexTpoHHbBII pecypc].
URL.: https://znanium.ru/catalog/product/1960109

4)  ®oHJI OIECHOYHBIX M METOJUYCCKUX MATCPUAIOB IO JAUCIUILINHE
«/lokymenmayuonHnoe obecneuerue 0esmerbHOCMU OP2AHO8 NYOIUYHOL 8IACIUY.

7.D0oH/1 OLIEHOYHBIX ¥ METOAMYECKHX MATEPHAJIOB /IJIsl POBeAeHMSsI
NMPOMEKYTOUYHOM aTTecTAUM 00y4AKOIIUXCSA M0 JUCHUIJINHE

IIpumepHbIe BONPOCHI JIA NPOBEACHHUS POMEKYTOYHOM aTTeCTAlNU
(3x3aMeHa)

1. [IpaBoBOi1, ympaBiI€HUYECKUH, HCTOPUYECKUA W HUHGOPMAIIMOHHBIN
aCIIEKTHI B ONPEJICIICHUN TOKYMEHTA.

2. JIOJKHOCTHAsT MHCTPYKIUS KaK OCHOBHOM HOPMATHBHBIM JOKYMEHT,
ONPEAENSIOUMI OpraHN3allMOHHO-TIPABOBOE MOJIOKEHUE pAOOTHHUKA.

3. B3auMoCBA3b TOHATHH <«JIOKYMEHT» U «HHpopMauus». Bumabl
uHdopMaIuu.

4. WHCTpyKUMs TO JOKYMEHTAlMOHHOMY OOECIEUEHUIO YIpPaBICHUS
(1e70npon3BOJCTBY) - OCHOBHOM HOPMATUBHBIM akT MO perjiaMeHTaluu
opraHuzauuu u texnonoruu JOY.

5. Posb nH(popmMaliiy B COLMATBHBIX U SKOHOMHUYECKUX TpOoIeccax.

IIpumepHbIe NPAKTUKO-OPUEHTHUPOBAHHbIE 3a]aHUSA

1. OxapakTepusyiTe 00111e OCHOBBI JI€JI0BOM KOPPECTOHIECHIIUH.
2. [IpuBenuTe TIFOCH U MUHYCHI DJIGKTPOHHOTO JOKYMEHTO000pOTA.
3. KaxkoBa pons ciyx0b1 JIOY B nesTeIbHOCTH OpraHu3aIuy.

[TonHbld KOMIUIEKT 3aaHUil M 3TanoB (QOPMUPOBAHUS KOMIIETCHIIMU
npenacrasieH B @OHE OLICHOYHBIX U METOJAUYECKUX MATEPUAJIOB ISl IPOBEACHUS
IPOMEXYTOUHOM arrecTauy OOy4aroluxcs M0 AUCHUILIMHE, O(OpPMICHHBIN
OTJIEJIBHBIM IOKYMEHTOM, IPEJICTABIIEH B MPUJIOKEHUU 1.
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8. [lepeyeHb OCHOBHOM, 1OMOJTHUTEIbHON YUeOHOM JTUTEPATYPbI, peCypcoB
HH(GOPMAIIMOHHO-TEJIEKOMMYHUKAIMOHHO ceTH « AHTEepHET», HEOOXO0AMMBbIX
JJISI OCBOCHMSI JUCUUILJINHBI (MOXYJIs1)

a) HOpMATHBHbIE PABOBbIE AKTHI

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

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

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

4, «O06 apxuBHOM pnene B Poccuiickoit ®Deneparun». DemepanbHbIi
3akoH oT 22.10.2004 N 125-®3 (pea. or 28.12.2017). /I «CobOpanue
3akoHogarenbcTtBa POy, 25.10.2004. - N 43. - ct1. 4169.

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

0) OCHOBHAas JIUTepaTypa:

6. bapuan H. H., JlokymeHTalimoHHoe o0ecnedeHrue rocyJapCTBEHHOIO
Y MyHULMINIAIbHOrO ynpaieHnus: yueOnuk / H. H. bapuan, A. B. MouceeB. — M.:
KnoPyc, 2022. — 259 c. [DneKTpoHHBI  pecypc]. URL:
https://book.ru/book/942420

7. beikoBa T.A. JlokymMeHTallMOHHOE OOECTCYeHHE  YIPABJICHUS
(menmompon3BojicTBO): yueOHoe mocobue / T.A. beikoBa, T.B. Ky3Hemnogna,
JI.B. Cankuna; ox o6mi. pea. T.B. Ky3nemoBoit. — 2-e uzj., nepepad. u a0 —

M.. HHOPA-M, 2024. — 304 «c. [Onekrponnsiii pecypc]. URL:
https://znanium.ru/catalog/product/2110037
8. Kabamos C. . Opranmzamus oOmero W CHENUAIbHOTO

JISJIOTIPOM3BOJICTBA B OpraHax MECTHOI'O CaMOYIIpaBJICHHS: ydeOHoe rmocooue /
C.IO0. KabamoB. — M.: UIHOPA-M, 2023. — 421 c. [DnekTpoHHBIH pecypc].
URL.: https://znanium.ru/catalog/product/1960109

B) J0NOJIHUTEJIbHAS JIUTEpaTypa:

9. Aoynamze JI.I. JlokymeHTalMOHHOE oOO€CTeUYeHUEe YIPaBICHUS
nepcoHajgoM: ydyeOHMK W TpakTukyM juisi ByzoB / JI. I'. Aoynanze, U. b.
Breimpspkkuna, B. M. MacnoBa. — 3-e uzj., nepepa0. u nomn. — M.: M3gaTenscTBo
FOpaitr, 2024. — 374 C. [ DIeKTPOHHBI pecypc]. URL:
https://www.urait.ru/bcode/536724

10. AmngpeeBa B.M., Jlenmompou3BOACTBO: OpraHu3anvs W BEJCHHE:
yaeOHo-ipakTraeckoe nocooue / B.M. AaapeeBa. — M.: KnoPyc, 2024. — 294 c.
[DnexTponnsiit pecype]. URL:_https://book.ru/book/954442
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11. bymar P. E. J[lokymeHTaumoHHOE oOO€CHeuYeHrue YIpaBICHUS
nepcoHajioM: yueobHoe nocodue / P. E. bynar. — M.: UHOPA-M, 2019. — 234 c.
[DnexTponnsIit pecype]. URL: https://znanium.com/catalog/product/1007087

12. Beperexuna C.B.,  JluCTaHIIMOHHBIK  TpYA. Opranuzanus
AJEKTPOHHOTO IOKYMEHTOO0OPOTa B KaJJPOBOM JICJIONPOU3BOICTBE: MOHOTpadus /
C.B. Beperexuna, A.B. Kupumios, E.A. Xuukos, E.I'. [lImakoBa. — M.: Pycalinc,
2020. — 209 c. [DnexTponnslii pecypc]. URL: https://book.ru/book/934882

13. JlokyMecHTOBeIcHHE: yYCOHMK W INPaKTUKyM JUII  BY30B /
JI. A. Jloponuna [u np.]; nox penakuueid JI. A. Jloponunoit. — 4-e uzn., nepepad.
u gom. — M.: M3parensctBo [Opaiit, 2024. — 336 c. [DneKTpoHHBIA pecypc].
URL:

14. JHoponuna JILA. OpraHuzanuss U TEXHOJOTUS JTOKYMEHTAaMOHHOTO
oOecrieueHusl ymnpaBlieHUs: YYEOHUK U MpakTUKyMm aiis By30B / JI.A. JlopoHuHa,
B.C. UputukoBa. — M.: U3parensctBo FOpaiit, 2021. — 233 c. [DneKTpOHHbIN
pecypce]. URL: https://www.urait.ru/bcode/468850

15. KosaneBa H. H. Uudopmannonnoe obecrnieueHne OpraHoB BJIACTH:
yueOHoe nocobue anst By3oB / H. H. KoBaneBa. — 2-e u3z., nepepad. u gom. —
M.: WMzparensctBo  FOpaiir, 2024.— 245 c. [DnekTpoHHBIH  pecypc].
URL: https://urait.ru/bcode/543186

16. Kyzmenop W.H. [lokymeHTarimoHHoe oO€cCTeUeHUE YIPABICHHUS
MIEPCOHAJIOM: YUEOHHK M MpakTuKyM s By30B / M. H. Ky3nenoB. — 2-¢ m3m. —
M.: UsparensctBo IOpaiit, 2024. — 397 c. [DOnextponnsiii pecypc]. URL:

17. TlamoB HM.A. JlokyMmMeHTallMOHHOE OOECIICYeHHE BHYTPHUBY30BCKOIO
menemxmenTa: Monorpadus / UL A. Ilanos, C.JI. Pe3nuk. — M.: UHOPA-M, 2024.
- 110 C. [ DEeKTpOHHBII pecypc]. URL:
https://znanium.ru/catalog/product/2136007.

r) pecypchl cetu «AHTEpHET»:

1)anexkmponnsie npoguibHbie HCYPHATILL

1. KypHan nemonpou3BOJICTBO U JOKYMEHTOOOOPOT Ha MPEANPUSITHU.
[Dnextponnsbiii pecypc]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.
2. Kypnan «JlenonpousBoactBo» [DnexkTpoHHbI pecype]. URL:

https://www.top-personal.ru/officeworks.html

2) anexmponmvie npopuavhvie 6azvl OAHHbIX/ Calimbl

3. Bcepoccuiickuit HAay4YHO-HCCJIE0BATEIIbCKHI WHCTUTYT
noKkyMeHToBeneHuss u apxuBHoro nena (BHUMIA). [OnextponHbI pecypc].
URL: http://www.vniidad.ru

4. [wnbaus ynpaBisiOMIMX JTOKYMEHTAlUenl. [DIeKTpOHHBIN pecypc].
URL: http://www.gdm.ru.

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

6. denepanbHas apxuBHas ciayxk0a Poccun (PocapxuB). [DneKTpOHHBIM
pecypc]. URL: http://www.rusarchives.ru.
7. Uudopmanmonnsiii  mopran.  [DnektpoHHsld  pecypc]. URL:

http://www.document.ru.
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9. MeToanuyeckue yKa3aHus 1Jis1 00y4arOIMXCH M0 OCBOCHUI0 TUCIHIJIMHBI
(MoayJin)

CamocrosiTenbHasi MOArOTOBKA 00yYaroUuXcsl MPOBOAUTCS ISl YTyOaeHus
U 3aKpeIuUICeHHs] 3HAHWM, MOJYYEHHBIX Ha JICKIUAX W IPYTUX BUIAX 3aHATUM, NI
BBIPAOOTKU HABBIKOB CAMOCTOSITEILHOTO MPUMEHEHHUS HOBBIX, JOMOJHUTEIBHBIX
3HAHWM U MOATOTOBKU K MPEICTOSIIMM YYCOHBIM 3aHATHSM, DK3aMEHY.

BaxxHpIM  yCclOBHEM  yCHENIHOTO HW3YYEHUS JUCIUIUITMHBI  SIBIISCTCS
nocemenue jekiuil. [lox mocemenneM noapasymeBaercs He (opMa MaCCUBHOTO
PUCYTCTBHS, a aKTUBHAs paboTa Mo u3y4eHHIo HoBoro Marepuana. [lonroroska
JICKIIMOHHBIM 3aHSATUSM BKIIIOYAeT B ceOs aHaIM3 MpejiaraeMbIX s U3YYEHUS
BOIIPOCOB, H3yYCHHE HOPMATHBHBIX WCTOYHUKOB U YYCOHOW ¥ HaydHOU
JUTEpaTypsl IO paccMaTpUBaeMbIM BOIpOcaM JIEKIMH. B mporecce nexkuuu
oOyyaroluiics MOXKET 3a/JaBaTb  YTOYHSIOLIME BONPOCHL,  OCYLIECTBUTh
B3aMMOCBSI3b HOBOTO MaTepuaja C YK€ M3yYeHHBIM, MOATOTOBUTH 0azy st
7(h(HEKTUBHOTO HUCIOJIB30BAHUSI TOJYUYCHHBIX 3HAHUM, OOJIETYUTH TMOJTOTOBKY K
MPaKTUYECKOMY 3aHATHIO. D(OPEKTUBHBIM CHOCOOOM (DUKCAIIUU JIEKIIMOHHOTO
MaTepuasa SBISETCS KOHCIIEKTHPOBAHME, IMPENCTaBISIONIee COOOW HE TOJBKO
buKcaioo BaXKHEUIIMX MOMEHTOB JICKIIMHM, HO W YyKa3aHUE NPUMEPOB IS
MOHUMAaHUS TOTO WJIK MHOTO TEOPETUUYECKOr0 MaTepuaa.

[Ipy MOATOTOBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOJUMO HCIOIB30BaTh
KOHCIICKTUPOBAHHBIE MAaTE€pUANbl JICKIUH, Y4EOHYI0 M HAy4YHYIO JIHUTEpaTypy.
[TonroroBKka OTBETOB MO BHIHOCUMBIM Ha OOCYXKICHHE BOMPOCAM MPAKTHUECKOTO
3aHATHS BKJIIOYAET B ceOsl HE TOJIBKO MPOYTCHHE MaTepuaia, HO M €ro aHajiu3 u
KPUTHYECKYIO OIeHKy. OOyuaroniemycs CJeayeT BBIBHTh MaJOU3ydeHHbBIE
aCTIEKTHl PacCMAaTPUBAEMBIX BOIIPOCOB, IPOSBUTH MHUITUATUBY TIPH IMOJATOTOBKE K
MPAKTUYECKOMY 3aHSATHUIO.

[Ipu moAroTOBKE K MPAKTHYECKUM 3aHSATHUSMU M DK3aMEHY PEKOMEHIYETCS
CUCTEMATU3UPOBATh 3HAHMS, HM300pakass WX B TaOJIMYHOM, TpadUyecKOM WIIH
CXEMaTHYHOM BHJIe. ITO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3bh U3y4aeMbIX SIBICHUH,
YOPOCTUT 3ajady 3allOMHHAHHS MaTepualia, OOJErduT MPOILECC MPAKTUYECKOTO
MPUMEHEHUS TTOJTYYCHHBIX 3HAHHM.

3amauelt  TPAKTUYECKUX  3aHITHM  SIBJISETCS  BBIpaOOTKAa  yMEHUSA
UCITOJIB30BaTh TCOPETUUCCKUE 3HAHMS, TMPOSBUTH HAJIMYUE TMPAKTHYECKHUX
HaBbIKOB. [lpy  moOAroTOBKE K  MPAKTUYECKOMY  3aHATHIO  CIIEAYyeT
3a0J1arOBPEMEHHOTO 00ECTIeUnTh HaTU4he HEOOXOAMMO MJIs JAHHOTO 3aHSATHUS
MaTepuraia, CaMOCTOSTEIBHO TOBTOPUTH paHee U3yUCHHBIC TEMBI.

JIis  yCIenmrtHOro OCBOGHHWSI JUCUWIUIMHBI BaKHBIM  SIBIIIETCS YMEHHE
paboTaTh ¢ TepMUHAMHU M UX ompeaeneHusMu. s paboTel ¢ TEPMHUHOIOTHEH
3¢ (EKTUBHBIM SIBIISICTCS MCHOJB30BaHUE KAaK y4yeOHOW M HaydyHOH JHUTEpaTyphl,
TaK U OPUIAYECKUX U HUIOCODCKUX CIIOBAPEH.

PabGoTa ¢ TepMHHAMH MOXET OCYIIECTBIATHCS Kak B (hOPME COCTABIICHUS
COOCTBEHHBIX TEMATUYECKHX CIIOBAPUKOB JJII yIOOCTBA M CKOPOCTH TIOWICKA
HeoOxoaumoro TepMuHa. C  3TOM I1IEIBIO  HEOOXOAMMO KaXKIbli HOBBIN
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BCTPEUAIONINICA TEPMHUH 3aMKUCHIBATh U BO BPEMs MOJTOTOBKH K CEMUHAPCKUM U
MPAKTUYECKUM 3aHSTUSIM YKa3blBaTh COOTBETCTBYIOLIEE OlpenencHue. B cioydae
BO3HMKHOBEHHUSI CJIOHOCTH BBIOOpa OINpEACCHUs] U3 HUMEIoIIerocs o0beMa B
paMKax Hay4YHOro 3HaHHUS HEOOXOJIMMO 3aJaBaTh BOIPOCHI NPENOJABATEIIO B
paMKax JIEKIMOHHBIX U TPAKTUYECKUX 3aHITUH.

WUurtepaktuBHble  GOpMBI  MNPOBEAEHUS  3aHATHA 1O  JAUCIUIUIMHE
«/[okymenmayuonnoe obecneyeHue 0esiMeNIbHOCMU OP2aAHO8 NYOIUYHOU G1ACHIUY
BKJIFOYAIOT B CEOsI CIEAYIONINE BUIbI 3aHATHI

- UHTEPAKTUBHBIC JIEKIMHU, MPEANOJaraloT HUCIOJIb30BaHUE METOJa
npo6sieMHOTO U3N0XKeHUs. [Ipyu TakoM Moaxo/e JEeKIHsl CTAHOBUTCS MOXO0XKeW Ha
JMajor, MPenoJaBaHue UMUTUPYET HMCCIIEI0BATEIbCKANA Mpouecc (BBIABUTAIOTCA
NEPBOHAYAIEHO HECKOJIBKO KJIFOUEBBIX MOCTYJIATOB IO TEME JICKLUU, U3JI0KEHUE
BBICTPAMBAETCS MO MPUHLUIIY CAMOCTOSATEIBHOTO aHaiu3a Hu 0000LIeHUs
CTYJIEHTaMU Y4eOHOro Marepuaia). JTa METOJMKA I03BOJISIET 3aUHTEPECOBAThH
CTYJIEHTa, BOBJIEUb €ro B Ipoiiecc 00ydeHus. [IpoTuBopeunss Hay4HOTo MO3HAHMS
PaCKpBIBAIOTCS TIOCPEJICTBOM TOCTAHOBKM MpoOJeMbl. YdeOHas mpodiieMa u
npoOJeMHasi CHUTyallus SBJISIOTCSI OCHOBHBIMH CTPYKTYPHBIMH KOMITOHEHTaMU
npobiemHoro oOyuenus. [lepes HauamoMm M3ydeHHUs OMpPEAEICHHON TEMbI Kypca
CTaBUTCSA TEpeNl CTyJEHTAaMU NPOOJIEMHBIA BOMPOC WM JaeTcs MpoOJeMHOe
3amanue. CTUMyNnUpys paspelieHde MnpoOJieMbl, TMpenojaBaTelb CHUMAET
MPOTUBOPEUHS MEKIY UMEIOIMIMMCS €€ MOHMMaHUEM U TpeOyeMbIMH OT CTYJEHTa
3HaHUAMHU. D(PPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OTJEIbHbIE MPOOJIEMbI
MOTYT TMOJHUMATBHCS CAMHMH CTyJE€HTaMu. [ JIaBHBIM ycleX JaHHOTO METOJla B
TOM, YTO TMIPENoJiaBareyib JOOMBAETCA OT ayJAUTOPUU «CAMOCTOSITEIIBHOTO
pelieHus» TMOoCTaBleHHOW TmpoOsieMbl. OpraHuzanus MNpoOJIEMHOro OOy4YeHUs
MPEACTABIACTCS JOCTATOYHO CIIOXKHOW, TpeOyeT 3HAYUTEIbHOM MOATOTOBKHU
nektopa. OqHaKo Ha HAYAJILHOM 3Tale UCIOJIb30BaHUsI 3TOr0 METOJIa €r0 MOKHO
BHEJIPSITh B CTPYKTYpPY TOTOBBIX, paHee pa3paOOTaHHBIX JICKIUN, MPAKTHUYECKHX
3aHATHH KaK JIOIIOJHEHUE.

- TPYNIOBBIE JUCKYCCHUU, TPHUMEHSIOTCA [JIsi OOECIedYeHHs HaBBIKOB
KOMaHJTHOM pa0OThl U MEXIMYHOCTHON KOMMYHHKAIUA U TIPEACTABISIIOT COOOM
OLICHOYHOE CpEACTBO, TMO3BOJSIONIEE BKIIOUNUTH OOYyYaloOUUMXcs B IPOLECC
OOCYXXJIeHUsI TIPEACTaBICHHOM TEMbI, MPOOJEMbl U OICHUTh HX yMEHHE
apryMEHTHpPOBaTh COOCTBEHHYIO TOYKYy 3peHus. Kpome Toro, B xonae 3aHATUH
MIPOBOJISTCS KPYTJIbIE CTOJIBI MO 3aJaHHBIM TEMATHUKAM.

- aHalM3 CUTyaluil (KeHc-MeToJ) — TEeXHHMKa OOy4YEeHHs, UCIOJIb3YIoIIas
ONMHMCAHHWE peaJbHbIX cuTyalui. OOyuwarolmuecs [TOJDKHBI MpPOaHATU3UPOBATh
CUTYallMIO, pa30o0paThCsi B CyTH MPOOJIEM, MPEMIOKUTH BO3MOXKHBIE PEIICHUS U
BBIOpaTh JIydillee W3 HHUX. B OCHOBE METO/la KOHKPETHBIX CHUTYyallud JICKUT
OMHCAaHNE KOHKPETHOW TPO(ecCHOHATBHON AEATEIHPHOCTH WX SMOIMOHAIBHO-
MOBEJACHYECKUX AaCIIEKTOB B3aUMOJAECHCTBUsA Jtojeu. [Ipn mM3ydeHMH KOHKpPETHOM
CUTyallud, M aHaJIu3€ KOHKPETHOTO MpHUMEpa CTYJEHT JOJDKEH BIKHUTHCS B
KOHKPETHbIE OOCTOSITENILCTBA, TOHATH CHUTYallMiO, OIICHUTh OOCTaHOBKY,
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OTIpPEENUTh, €CTh JIU B Hel mpobiema u B ueM ee CyTh. ONpeaenuTsh CBOIO poJib B
pelieHnu npoosieMbl U BbIpadOTaTh 11eJ1eCO00pa3HYI0 TUHUIO TIOBEICHUS.

OueHoyHble W METOJMYECKHME  MaTepuanbl MO0  JUCLUIUIMHE
«/[okymenmayuonnoe obecneyeHue 0esiMeNIbHOCMU OP2aHO8 NYOIUYHOU G1ACHIUY
npeacraBieHsl B DOMM.

[Ipy nOAroTOBKE K HNPOMEXKYTOYHOMY WM HMTOTOBOMY TECTHPOBAHUIO
HEOOXOJMMO U3YYUTh TEOPETHUECKUH U NpaKkTUYeCKUd wmaTepuasl. TecToBbie
3aJaHus (C epeYyHEM BO3MOXKHBIX BApUAHTOB OTBETOB, CPEAH KOTOPBIX XOTS OBl
OJIMH OTBET SIBJISIETCSI HEBEPHBIM) OOECIEYMBAIOT CTPYKTYPHOCTb MBILLJIECHUS,
BBIHY/ICHHOTO BBIOpaTh W3 MPEJIOKEHHBIX BAapUAHTOB OTBET BCE NMPABUIIHHBIC
BapuaHThl. TecToBbIE 3aJaHUSl HA YCTAHOBJIEHUS COOTBETCTBHS IMOAPA3yMEBAIOT
HEOOXOJMMOCTh TIPOSBICHUS HE TOJBKO 3HAHUA Y4YeOHOro MaTepuaia, HO W
YMEHUsI MNPUMEHATHh IMpaBuia (opManbHOW JOTMKH. TecToBble 3agaHus Ha
YHOPSAIOYECHHUE HAINPABICHBI HA YCTAaHOBJICHHE JIOTMYECKON IOCIEN0BATEIBHOCTH
paccMaTpuBaeMbIX SIBJICHUH (BPEMEHHM CYIIECTBOBAHUS SIBJICHUH, PaclOiIOKEHUs
CTPYKTYPHBIX 3JIEMEHTOB IPABOBBIX JTOKYMEHTOB U T.I1.).

O¢dPexTuBHBIM CcHOCOOOM JJIi MOATOTOBKM K TECTUPOBAHUIO SIBISETCS
paboTta 00ydaromerocst Mo PElICHUIO0 TECTOBBIX 3aJaHUN, MPEAOCTaBICHHBIX I
CaMOCTOSITENIbHOM paboThl. Takke Hpu MOATOTOBKE K Takod (hopMe KOHTPOJIS
3HAHMM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAYET CaMOCTOSTEIBHO IMOIBITATHCS
npopadoTaTh paccMaTpUBAaEMblE B AUCIUIUIMHE BOMNPOCHI B (JOpME COCTABICHUS
TE€CTOBBIX 33JIAaHUM.

[Ipy mOArOoTOBKE K 3K3aMEHY CJEeAyeT UMETh B BHUAY, YTO OH SIBIISETCA
UTOrOBOM (OpMOM KOHTPOJISI MO M3YYCHUIO JaHHOW Y4e€OHOW JUCHUIUIUHBI.
DK3aMEH NOAPA3yMEBACT MAaKCHUMaJbHYI0 KOHIICHTPALMIO 3HAHUW W yMEHUU,
MPEANoaralofx MOJHOE U3YyYeHUE MaTeprualia JUCIUIUIUHBI.

DK3aMeH MpOBOAUTCA B (OpME YCTHOTO COOECETOBAaHUS, BBITIOJHEHUS
NMCBMEHHOI'O 3a/IaHMsI, TECTA.

Pemenne mnpenogaBaTenst 00 MTOTOBOM  OIEHKE MPUHUMAETCS IO
pe3ysibTaTaM YCTHOTO OTBETAa W BBIIOJHEHHOIO IMCBMEHHOIO (TECTOBOIO)
3aJ1aHUs, B 3aBUCHMOCTH OT LIKAJIbl OLEHKH.

B xauecTBe HMCTOYHMKA JONOJHUTENBHBIX MATEPUATIOB PEKOMEHIYETCS
MOJIb30BAThCS HMHGPOpPMAIMEH OTKPBHITOro JocTymna cetu Internet (manHbIMU
MH(OPMAIMOHHO-TIPABOBBIX U 00pa30BaTENbHBIX MOPTAIOB, OPUIUATBHBIX CAUTOB
MUHHUCTEPCTB, BEIOMCTB, OTAEJIbHBIX OpraHU3alil, JAaHHBIMH TOCYIapCTBEHHON
CTaTUCTUKHU, pe3yJbTaTaMU 3KCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIIOJIb30BAaThCSI BO3MOXHOCTSIMU CIIPABOYHO-TIPABOBBIX CHUCTEM, 0a3bl
KOTOPBIX COJEPKAT HE TOJILKO TEKCT HOPMATUBHBIX aKTOB, HO U HAyYHbIE CTAThU
no pasnmuuHbiM  BonpocaMm  (Hampumep, CIIC  «Koncynbrant  Ilmrocy).
PexkomMenayeTcst TakkKe UCIOJIb30BaTh AIEKTPOHHO-OMOINOTEUHBIE CUCTEMBI.
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10. Oco0eHHOCTH 0CBOCHHUSA AUCIHMIIIMHBI 1JI HHBAJIU/I0B U JIUI C
OrpaHNYeHHBIMHU BO3MOKHOCTSIMHU 3/10POBbSI

OOyueHue 00ydYarouuxcsi C OrpPaHUYEHHBIMU BO3MOXHOCTSIMH 370POBbS
npyu HEOOXOJIMMOCTH OCYIIECTBISIETCS Ha OCHOBE aJanTUPOBAHHOW pabouei
IporpaMmMbl  C  HUCIIOJIb30BAHUEM  CIEIHAIbHBIX ~ METOJOB  OOyYeHHS U
TUAAKTAYECKUX  MaTepuaioB, COCTaBIEHHBIX C  Y4YE€TOM  OCOOEHHOCTEU
MCUXO(PU3NYECKOTO PA3BUTHS, WHANBUAYATHHBIX BO3MOXXHOCTEH W COCTOSHUS
3I0POBbS TAKUX OOyYaromuxcs (00y4Jaronierocs).

B HETITX OCBOCHMS yaeOHOM IPOTPaMMBI TTUCITUTUTHHBI
«/lokymenmayuonnoe obecneuenue 0esimMenIbHOCMU OP2aAHO8 NYOIUYHOU G1aCHU
WHBAJIMJAMHU | JIUIIAMHU C OTPAHUYCHHBIMUA BO3MOKHOCTSIMHU 30POBBsi MIHCTHUTYT
o0ecrieunBaeT:

— JUUIS. UHBJIUJIOB M JIMI] C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 3JI0POBbSI TIO
3pEHHUIO: pa3MENICHUE B JIOCTYMHBIX I 00YYarOUUXCs, SIBISIOUUXCS CIICTIBIMU
Wi CIa0OBUIAIIMMHU, MECTaXx M B aJanTUPOBAaHHOW (opme crpaBOYHOMN
uHOpMAIlMU O pacHUCaHUM YYEOHBIX 3aHSATHUH; NPHUCYTCTBUE ACCHUCTEHTA,
OKa3bIBAIOIIETO oOyyaroremycs HEO0OXOUMYIO MOMOIIIb; BBITTYCK
QIbTEPHATUBHBIX (POPMATOB METOJUYECKUX MATEpUaoB (KPYMHBIA MIpUPT WM
aynnohanel);

— JUTSl THBAJUAOB M JIUI] C OTPAHUYCHHBIMUA BO3MOYKHOCTSIMH 370POBBS I10
CIIyXY: HaJJIS)KAIIUMH 3BYKOBBIMU CPEICTBAMH BOCIIPOU3BEICHIE HH(POPMAIINH;

— JUIA WHBAJIWIOB W JIUI[ C OTPAHWMYCHHBIMH BO3MOXHOCTSIMH 370POBBS,
UMCIOINX  HApYyMIEHWS  OIMOPHO-ABUTATEIILHOTO  aliapara:  BO3MOXKHOCTh
OecnpenaTCTBEHHOTO JTOCTYIa 00yJaronuXxcsl B y4eOHbIC TTIOMEIIICHHUS, TyaJleTHEIC
KOMHATHI ¥ IPYTHE TTOMEIICHUS, a TAK)Ke MPeObIBAaHUE B YKa3aHHBIX TTOMEIIICHHUSIX.
OO6yuaroruecs 13 yuciaa WHBAIUAOB M jull ¢ OB3 obecrnieyeHbl MeyaTHBIMU U
(WJIK) DJIEKTPOHHBIMU 00pa30BaTEIbLHBIMU pecypcamu B (hopMax, aJanTUPOBAHHBIX
K OIpaHMYCHUSM HX 370poBbi. OOpazoBaHHe OOYUYaIOIMIMXCA C OTPAHMYCHHBIMU
BO3MOYKHOCTSIMHU 37I0POBbSI MOKET OBITh OPTaHM30BAHO KaK COBMECTHO C JPYTUMU
OOYYarOIIMMHUCS, TaK U B OT/ACIBHBIX TPYIINAX WIA B OTIACIbHBIX OPraHU3aIMIX.

11. IMepevyennb MHGOPMANUMOHHBIX TEXHOJIOT U, MPOdeccuoOHAIBLHBIX 0a3
JAHHBIX, HCIOJIb3yEeMbIX IPH OCYLIECTBJICHNH 00pa30BaTeJIbHOIO MpoLecca
10 AMCHUILIHHE (MOAYJII0), BKJIKYAas NepedyeHb NIPOrPpaMMHOI0 o0eceYeHus
U HHGOPMAIMOHHBIX CMIPABOYHBIX CHCTEM

Onepanunonnas cucrema (Microsoft Windows Iponpuemapnas);

[MTakeT opucuHbix mporpamm (Microsoft Office Professional Iiponpuemapnas);

[TporpammHOe OOecriedeHrne i MPOCMOTPA SJIEKTPOHHBIX JTOKYMEHTOB B
crangapte PDF (Foxit Reader GNU Lesser General Public License);

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

Opranuzanus BuaeokoHpeperunii (Jnoexc-Teremocm)
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Odunmanbueiii calT PenepanbHON CIy)Obl TOCYAAPCTBEHHOM CTaTUCTUKU
[DnexTponnsIii pecype]. URL: gks.ru

WH(popmalinoHHbIE CLIPABOYHBIE CUCTEMBI:

ABTOMaTH3upOBaHHAs ~ HMH(OpMalnMOHHAas ~ OuOIMOTEYHass  cucTema

Marc21SQL,;
CHpaBO‘{HO-HpaBOBaSI CUCTEMA «KOHC}’JIBT&HT IImrocy.

12. MaTtepuajibHO-TEXHHYECKas 0a3a, He0OXoauMasi JJIs1 OCyIIeCTBIEeHUS
00pa30BaTEJIbHOI0 MPOLECCA MO AUCIHHUIINHE (MOLYJIIO)

CrnenuajJu3upoBaHHbIE AYIUTOPUH:

YueOHast ayauTopuss s TPOBEACHUS 3aHATUH CEMHUHAPCKOTO THIA, KYpPCOBOTO
MPOEKTUPOBAHUS (BBIMOJHEHUS KYpPCOBBIX paboOT), TPYNNOBBIX M HWHIUBUAYAIbHBIX
KOHCYJIbTAIlMi, TEKYIIEro KOHTPOJIS U MPOMEKYTOUHON aTTeCTaluu / KOMIbIOTEPHBIN Ki1acc
/ IoMeneHne s CaMOCTOSTEIbHON pabOThI

Texnuueckue cpeacTa 00y4eHHUs :

KOMITBIOTEP C MPOTPAaMMHBIM OOECIE€YeHHEM, yKa3aHHbIM B 1.11, gocTtymoMm K cetu
«HTepHeT» U o0ecredeHneM JI0CTYIa B JIEKTPOHHYI0 HHPOPMAIIMOHHO-00Pa30BaTEIbHYIO
cpeny

CnenuajJn3upoBaHHbIE AYIUTOPUH:

Y4ueOHast ayIuTOpHsI U IPOBEACHUS 3aHATHH JIEKIIMOHHOTO THIA, 3aHATHH CEMHHAPCKOTO
TUTA, KypCOBOTO TMPOEKTUPOBAHUS (BBIMIOJHEHUS KYPCOBBIX paboT), TPYIIOBBIX U
MHAMBUAYaAJIbHBIX KOHCYJIbTAllUI, TEKYIIET0 KOHTPOJISl M IPOMEKYTOYHON aTTecTalluu
TexHu4eckue cpecTsa 00yUeHus:

MYJIbTUMEIUMHBIA KOMILIEKC

KOMIIBIOTEP C MPOrPaMMHBIM O0ecrieueHueM, YKa3aHHbIM B 1.1 1
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