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1. ITosicHUTEJIBLHAA 3ANMUCKA

Kypc «/[okymenmayuonnoe obecneuenue ynpaseneHusy 3aHUMAET Ba)XKHOE
MECTO IPH MOJATOTOBKE MarucTpoB no HampasieHuto 38.04.04 — ['ocynapcTBeHHOE
U MYHUIIUTNAIBHOE YIIPABJICHHE.

AKTYanbHOCTh M3yUEHMs] JUCLUUIUIUHBI «/[oKymenmayuonHoe obecneuenue
ynpasenenusy OINpeNeNseTcsl 3HAa4MMOCTBIO POJIM JOKYMEHTOB B MHPOBOM
WH()OPMAITMOHHOM TIPOCTPAHCTBE. B COBPEMEHHBIX YCIOBHUSAX JISI TOBBIIICHUS
b (peKTUBHOCTH yOpaBieHUS HEOOXOAMMO YACIITh JOCTATOYHOEC BHUMAHUE
COBEPIIIEHCTBOBAHHUIO PAOOTHI ¢ JOKYMEHTaMH, TaK KaK BCSKOE YIPaBIECHYECKOE
peuieHue Bcerda Oasupyercss Ha HHGOPMAlMK, Ha CIY>KEOHOM JTIOKyMEHTE.
Opranmzaiusi pabOThl C JOKYMEHTaMHU BIUSET HAa KAa4eCTBO palOTHI ammapara
YOPABJICHUS, OPTAaHU3AIMIO U KYJIbTYPYy TPyAa yMpPaBJICHYECKHX pabOoTHUKOB. OT
TOTO, HACKOJBKO MNPO(ECCHOHANIBHO BEIETCA TOKYMEHTAIUsl, 3aBUCUT YcCIleX
yIPaBJICHYECKON JEATEIHLHOCTH B LIEJIOM.

[lenssMu  OCBOCHMS JUCHUIUIMHBI  «/[JoKyMenmayuoHnoe obecneueHue
ynpaenenusy SABISETCS HW3y4eHHE HEOO0XOJUMOT0 U JOCTaTOYHOTO YPOBHS
TEOPETHUUECKUX 3HAHMM IO JEeJONPOU3BOJCTBY M HABBIKOB WX IMPUMEHEHHUS B
npodeccruoHanbHON AesTENbHOCTH; Pa3BUTUE YMEHUN COCTABIIEHUS TIOKYMEHTOB B
KOHKPETHBIX VYIPABJICHUYECKUX CHUTyalMsiX B 3aBUCUMOCTH OT Ha3HayeHUs,
coJiepKaHus ¥ BUJA TOKYMECHTA.

3amaun JUCHUIUINHEL:

1. M3yuuth mnenu, 3amgaun, (QYHKIHH JEJIOTMPOU3BOJCTBA B COBPEMEHHBIX
OpTaHU3ANMIX, YAPEKICHHIX.

2. CdopmupoBaTh 3HaHHS 00 OTEYECTBEHHOM OIBITE B 00yacTU
JeJIONPON3BOCTBA.

3. O3HAaKOMUTBCA C OCOOCHHOCTAMHM COCTaBJIICHHS U  OQOpMIICHUS
pa3NUYHBIX BUJOB JOKYMEHTOB, MPUMEHSEMBIX B OpraHu3alusax
pazuuHbIX GOpPM COOCTBEHHOCTH.

4. W3yuuTh  oOpraHu3aluio  JOKyMEHTOOOOpOTa HAa  COBPEMEHHBIX
OPEeANpUATUSX.

5. M3y4uTh HOPMATUBHO-NIPABOBYIO 0a3y OpraHU3ALMH JIETONPOU3BO/ICTBA,
3aKOHOJIATEJIbHBIE M JPYrM€ HOPMATUBHBIE aKThl (eAepajbHOTO U
PETHOHATIBHOTO YPOBHEMN.

. ChopmupoBaTth 3HaHHS O COBPEMEHHBIX HAIMPABJICHUSIX DPAa3BUTHS U
OyTSIX ~ COBEPIIEHCTBOBAHMS  JOKYMEHTAIIMOHHOTO  OOecredYeHus
yIpaBJICHMUS.

N

2. llepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHs MO IMCUMILINHE,
COOTHECEHHBIX C IVIAHMPYEMBbIMH pe3yJibTaTaMH OCBOECHHS 00pa3oBaTeIbHOM
NpOrpaMMbl

HucuumuiiHa «/[oxymenmayuonnoe obecneueHue ynpaeieHus» y4acTBYET B
(bopMHUPOBAHUU CIAEAYIONIEH KOMIETEHIINH:



HOPMAaTUBHO-IIPAaBOBOM
obecrnieveHus

yIOpaBIECHUS B

0a3bl
cepe

JOKYMEHTAIHOHHOTO
npodeccrnoHaIbHON

JESATeTLHOCTH; TIPaBUJI COCTaBIICHUS, TEXHOJIOTHH 00paboTKH,

HpaBI/IJI JBHXCHUA, XpaHeHI/IH N HCIIOJIB30BAaHUS ynpaBJIeH‘-IGCKI/IX

JOKYMEHTOB;  TEXHOJIOTHH  JTOKYMEHTAIIMOHHOTO  OOCCIICUCHHS

yIOpaBlIeHUs]  TEPCOHATIOM;  OCOOEGHHOCTEW  COCTaBIEHUS U
IIK-1 - B1agenue

obopMIIeHHUsT ~ CNPAaBOYHO-MH(DOPMAIMOHHBIX W CIPABOYHO-
TCXHOJIOTUAMU “

AHAIINTNYCCKUX I[OKYMCHTOB Ha OCHOBC I/IHq)OpMaLII/IOHHOI/I nu
YHPaBICHHA OubmMorpaguIeckol KyiabTyphbl; BHJIOB OOpaIlieHUN TpaXaaH |
[IEPCOHAIIOM, P YABTYPEL P P

obJajaHueM YMEHUSIMH
1 TOTOBHOCTBIO
dbopMHUpOBaTh KOMaHIBI
JUIA pCH_ICHI/I}I
MMOCTAaBJICHHBIX 3a/1a4

TEXHOJIOTUI pabOTHI C HUMH.

YMeHusi: OCYIIECTBIATH JI€JIOBOE OOIEHUE; pa3padaThiBaTh
JOKaJbHBIE  HOPMATHBHbIE  JOKYMEHTBI,  pErJlaMeHTUPYIOIIHNE
YIPaBICHUYECKYIO JIeATEIbHOCTh; BECTU JEIOBYIO MEPENUCKY, B TOM
YHCIIe C UCTIOIb30BAaHUEM COBPEMEHHBIX AJIEKTPOHHBIX (hopM oOMeHa
JIeTI0BOM MH(pOPMAITHEH.

HaBbIku: BeJeHUS JTOKYMEHTOOOOpOTa M JENOBOM IEPENUCKU C

rpakJaHaMM Y BHEIIHMMH  OpPraHU3alMsAMH;  IOLIEPIKKHU
AIIEKTPOHHBIX ~KOMMYHMKaMd B cdepe JAOKYMEHTAI[HOHHOTO
obecrieueHus YIIPaBJICHHUS; IIPUMEHEHHUS TEXHOJIOT U

JIOKYMEHTAIMOHHOT'O 00eCrieYeHus yIpaBJICHHs IIEPCOHATIOM.

3. MecTOo JUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMbl

Jlncuuruinaa

MI1.B.J[B.03.01 «/{okymenmayuonmoe obecneuenue

ynpaseneHusy SIBISAETCA OUCYUNIUHOU NO 8blOOPY 8aApUAMUBHOU Yacmu Y4eOHOTO
IJlaHa TOJATOTOBKU CTYAEHTOB 1o HampasiieHuto 38.04.04 — I'ocynapcTBEHHOE U
MYHUIIUNATBHOE YIIPaBJICHUE.

Mudp [IpenmecTByromue JlvcuuruiHel [Tocnenyromme
KOMIIETCHIUU JUCIHUATUIAHBI y4eOHOTO TJ1aHa, B JUACILUILUIAHBI
y‘IC6HOFO I[1J1aHa, B KOTOPBIX y‘IC6HOFO I[1J1aHa, B
KOTOPBIX KOMIICTCHIIUA KOTOPBIX
OCBauBacCTC OCBanNBacTCA OCBauBacCTCs
KOMIIECTCHIIUA napaJui€jbHO C KOMIICTCHIIUA
U3y4aeMoun
JTUCHUILITNHOMN
Ananranuyst JIuIL ¢
OTPaHUYCHHBIMU
BO3MOKHOCTSIMHU
[Icuxomorus u
. 3JI0OPOBBS K KH3HH
Ne/IarOrMKa BBICIICH
(3 cem.)
IITKOJTBI
(1 cem.) [Ipon3BoaCTBEHHAS
[IpakTrka 110 MOJIy4EHUIO
K-1 IIpaKTHUKa
podeCCHOHATBHBIX
[ocymapcTBeHHas 1 . (MpenaurIoMHas
YMEHHH U OIbITa
MYHUIUTATBHAS CTyX0a . MIPAKTHKA)
npodecCuoHATBHON
(2 cem.) (4 cem.)
NEeSITEILHOCTH (B TOM
YHCIIe TeAarornuecKas
MpaKkTHUKA)
(3 cem.)




4. O0beM IMCHUTIAHBI (MOAYJIS1) B 3a4€THBIX eIMHUIIAX C YKA3aAHUEM

KOJIMYECTBA AKAJeMHYEeCKUX WIH ACTPOHOMHYECKHX YaCOB, BbI/IeJIEHHbIX Ha
KOHTAKTHYI0 padoTy 00y4a0uXcd ¢ npenojaanaresiemM (Mo BUAaAM Y4eOHbIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa0d0Ty 00y4ar0UXCH

Oo6mmas TPYJOEMKOCTh OCBOCHMUS yueOHOMI JTUCIUTUTHHBI
«/loxymenmayuonnoe obecneuenue ynpasieHus»» COCTABISIET 4  3a4ETHBIE
eAUHUITBI Wiu 144 akaJeMUYecKuX Jaca.

3 Bcero,
Cemectp
CeMeCTp | aK.4acos
O6m1as Tpy10eMKOCTh (BCETo aK. yacoB / 3.em) | 144 /4 144 /4
KonTakTHas Jlexuyn 12 12
pabota IIpakTUyeckue 3aHsThs 34 34
CamocTosiTenbHas paboTa 97 97
Bun
IIPOMEKYTOYHOU
aTTecTallu 3auer 1/- 1
(koHT.pab. /
caMocT.pao.)

5. Conepxanue IMCHMILIMHBI (MOAYJIS1), CTPYKTYPHPOBAHHOE 10 TEMaM
(pasaesam) ¢ ykazaHueM OTBEJAECHHOI'0 HA HUX KOJNYEeCTBA aKaAeMHYeCKUX
WIN ACTPOHOMHMYECKHMX YaCOB U BH/IOB YUeOHBIX 3aHATHI

PacnpenesieHue 4acoB yueOHOH padOThI CTY/ICHTOB

TpynoeMKocTh

HaumenoBaunue
paszaena TUCIUILIAHbBI
(Tema)

Bcero

JIEKIIUHA

MMPAKTUY.3aHATHA
camocT.pabora

Conepxanue

JIokyMeHT B cucteme
YIIpaBJICHHUSL.

26

[Ipenmer, 3amaun, CTPYKTypa IUCUUILIAHBI.
JOY Kkak [OesATenbHOCTh, OXBaThIBAIOIIAS
JOKYMEHTHPOBAHHUE M OpraHU3aIUI0 PabOThHI
C JOKyMEHTaMH.
Ornpenenenue MOHSATUHI
«TOKYMEHTHPOBaHHAs
«QIIEKTPOHHBIN

«TOKYMEHT»,
nHpopManus,
JIOKYMEHT» B
TOCYJIapCTBEHHBIX CTaHJapTax,
3aKOHO/ATENIbCTBE M JOKYMEHTOBEICHHH.
B3auMoCBsA3b  MOHATHUH  «IOKYMEHT» U
«uH(pOopMarms». Mecto U posib JOKYMEHTOB
B YIIPABJICHHUH HAa COBPEMEHHOM JTarle.




OYHKIIUU JOKYMEHTA.

OcobeHHOCTH COCTaBICHHUS U O(OPMIICHUS
CTIPaBOYHO-MH(OPMAIIMOHHBIX M CIIPABOYHO-
AQHAIUTUYECKUX JOKYMEHTOB Ha OCHOBE
nHpopManoHHON u OmOIMOrpaduIecKoit
KYJIBTYPBI

OCHOBHBIE TTpaBUJIA
COCTAaBJICHUA U

OpraHu3alnoOHHO-PACIIOPAIUTEIbHAS

nokyMmeHTaiusi. HopmatuBHo-mipaBoBasi 6a3za
JOKYMEHTAIlMOHHOTO o0ecrnieueHus
yhopaBieHus: B cdepe MmpodecCHoHATHHON
NesATeIbHOCTH. TpeboBanus K 0GOPMIICHUIO
JIOKYMEHTOB'" ¢ JaTOW BBEIICHHS B JICHCTBUE

odopmIIeHUS 21 19 | 1 wmrona 2018 roma. IlpaBmma pa3paboTku
yIPaBIECHYECKUX JOKQJIBbHBIX ~ HOPMATHBHBIX  JIOKYMEHTOB,
JIOKYMEHTOB perJaMeHTUPYIOIINUX YIIPaBICHYECKYIO
NEeSATEIbHOCTD.
[TonsiTne «00s13aTEeNbHBIN PEKBU3UT
JNOKyMeHTa». bnank nokymenta. bianku
oOmue, 11 nucem, repOoBEIE.
Opranu3zannoHHbIE (bopmbI CITY>KOBI
JOKYMEHTAIlMOHHOTO obecrieyeHus.
@dakTopel, BIMSIONME HA WX BBHIOOP B
YUPEXKICHUAX pa3IMYHbIX ypOBHEM
yIpaBIeHUS. TunoBeie CTPYKTYpPBI
JIEIOTIPON3BOJICTBEHHON CTy»KObl. [loHsATHE
Opranuzanus paboThl «QIIEKTPOHHBINA CTHIIb paboTH» oduca. Bumbl
CITYKOBI oOpareHuii rpakaaH U TEXHOJOTUH PabOThI
JIOKYMEHTAallHOHHOTO 20 19 | ¢ wwmmu. IlpaBuna gemoBoro OOIICHHS,
o0ecrieueHus BEJICHUS JOKYMEHTOOOOpOTa U  JIEJIOBOM
yIpaBIeHUS MEPEeNUCKN ¢ TpaXKIaHAMH ¥ BHEUTHUMH
OpraHu3aIHsIMHU.
CoBpeMeHHbIE 3JeKTPOHHBIE (hOpMBI 0OMeEHa
nenoBo  umH(opMainuen.  DIEKTPOHHBIE
KOMMYHHKAITUU B ctepe
JOKYMEHTAIlMOHHOTO o0ecrnieueHus
yIpaBIeHUS
Opranu3zanus JIOKYMEHTO000poTa B
Opranusaws YUpEXKIECHUU. TexHonorus  00pabOTKU
[1OKyMEHTOOBOpOTa. BXOJAIIMX, MCXOAAIIMX M  BHYTPEHHHUX
TTOKYMeHTALHOHHOE NOoKyMeHTOB. [IpaBuia qBYKEHUS, XpaHEHUS
06COTICUCHIC 21 20 | m HCTIOJIb30BaHMS YIIPaBJICHUYECKUX
JOKYMEHTOB. TexHonorun
YHPaBJIeHHs JOKYMEHTAIlMOHHOTO o0ecrnieueHus
IIEPCOHAJIOM.
YIpaBIEHUS MEPCOHATIOM U OCOOCHHOCTH HX
MPUMEHEHUS.
Perucrpanus u [TonssiTne  «perucrpauuss  JOKYMEHTOBY.
KOHTPOJIb 3HaueHUE PErucTpauy JOKYMEHTOB JUIS
WCIIOTHEHUS yIpaBiICHUYECKON aesTenbHOCTU. [IpuHIUIBI
nokymeHToB. [IpaBuma | 20 19 | 1 mpaBuia perucTpaluu U UHICKCUPOBAHUS

JIBUKCHHUSI, XPaHEHUS
U UCIIOJIb30BaHUs
YIIPABJICHYECKUX

nokyMeHTOB. CoOCTaB pErUCTPUPYEMBIX H
HEPETHCTPUPYEMBIX JTOKYMEHTOB.
Perucrparmonnsie GOpMBI.




JOKYMCHTOB

3a4eT (koHt.pab. /

1/- - - -
caMocT.pal.)

Hroro 3a 3 cemectp 144 | 12 | 34 | 97

6. IlepevyeHb y4eOHO-METOAMYECKOTO 00ecTiedeHHs VISl CAMOCTOSITEILHOM
padoThHI 00y4aIOIIMXCH MO JMCHMILINHE (MOIYJIIO)

CamocTosiTesibHAasi padoTa CTY/IEHTOB

No Bunbl camocTosiTenbHOM Tpynoemkoctb, | PopmMa KOHTPOJISA
paboThI aK.4achl
1. | IIpopaboTka TEOPETUIECKOTO

Koncynbranus

Marepualia no KOHCIEKTam

. . npenoaaBaTels,

JEKIUN, peKOMEHIOBAHHOM 32 CTHOE

JUTEPATYPE, NOMOTHUTEIBHBIM Y
cobecemoBanue

HNCTOYHHNKAM I/IH(bOpMaHI/II/I

2. [ToaroToBKa K MpakTHYECKUM

Brictymuienue ¢
3aHATUSIM: TTIOUCK

. JOKJIaJIOM,
HeoOxoauMol nHpopmaruu,
npe3eHTalus,
oOpaboTka nHpOpMaINH, 32
OTBETHI HA
HaIMCaHUe JOKIana,
JTUCKYCCUOHHbBIE
MOJATOTOBKA K BHICTYIUICHHIO
BOIIPOCHI
(muckyccumn)
3. [ToaroToBka K TeKyIeMy
KOHTPOJTIO (TECTUPOBAHUE 33 Tectbl

W/WY HanMcaHnue pedepara)

JIist caMOCTOSITENIbHOM paboOThl MO MUCHUIIINHE (MOAYII0) O0ydaromuecs
UCIIOJIB3YIOT CIIEyIoIIee yueOHO-METOIMYeCKOoe 0OecIeueHHe:

1. brikoBa  T.A. JlokymMeHTallUOHHOE  OO€CIeYeHUE  YIPaBICHUS
(menorpon3BoacTBO) : yueb. mocobue / T.A. beikora, T.B. Kysuemona, JI.B.
Cankuna. — 2-e¢ usa., nepepadb. m gon. — M.: MHOPA-M, 2017.— 304

C. [DNeKTpOHHBIN pecypc] URL:
http://znanium.com/catalog.php?bookinfo=762591.
2. Kabamos C.HO. Opranmzamus oOmero ©  CHEHUaIbHOTO

JICJIONTPOU3BOICTBA B OpraHax MECTHOTO CaMOYIIpaBJlieHUs: Y4eOHOe Mocoowue. -
M.: HUL MHWudppa-M, 2013. - 421 c. [DOnexrponusii pecypc] URL:
http://znanium.com/catalog.php?bookinfo=315556.

3. @DOHJ OIEHOYHBIX M METOJWYECKUX MATECPHAIIOB TI0 JIHCIHILIMHE
«/loxymenmayuonnoe obecneuenue ynpasieHus.




7.0D0oH/ OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IVIsl IPOBEACHUS
NPOMeKYTOUYHOI aTTecTauuu 00y4YAKIIHUXCS MO JUCIUIINHE

7.1. IlepeyeHb KOMIETEHUMH ¢ YKa3aHHEM 3TANoOB UX(OPMHPOBAHMS B
npouecce 0CBOCHUA 00pa30BaTeIbHOM NMPOrPaAMMBbI

[Tponiecc wm3ydeHuss OUCUUIUIMHBL «/JokyMenmayuonnoe obecneuenue
ynpaenenus»  HampaBleH Ha (OPMUpPOBaHHME  ClEQyHOLIei
OTpaXeHHOM B macnopte (GOpMUPOBAHHS KOMITIETEHIIUH:

[IK-1 - BrmageHHe TEXHOJOTHSIMHU YIOPABICHUS TEPCOHANOM, OOJaJaHueM

YMCHHUAMU U I'OTOBHOCTBIO (1)OpMI/IpOBaTB KOMaHAbI I PCIICHUS ITOCTABJIICHHBIX
3agad.

KOMIICTCHIINH,

Omanwi qbopMupoeaHu}l KoMnemeHyuu
1 sTam 2 3Tan 3 sTan

4 sran

JlokyMeHTalHOHHOE
obecreueHue
ynpaBJeHust

(3 cem.)/
Ananranust Ui ¢
OTpaHUYEHHBIMHU
BO3MOXKHOCTSIMU

3JI0POBBS K KU3HU [TpousBoacTBeHHAs
[Icuxonorus n I'ocynapcrBennas u
. (3 cem.) NpaKTHUKA
Mearoruka BhICIIEH MYyHULIUTIATIbHAS
[TpaxTHka no (mpenaumiIoMHas
LIKOJIBI ciyx6a
MIOJIYYEHUIO IIPAKTHKA)
(1 cem.) (2 cem.)
podeCCHOHATBHBIX (4 cem.)
YMEHUU U OIBbITA
npo¢ecCuoHATBHON
NEeSTEIbHOCTH (B TOM
qucle
nearorndeckas
MPaKTHUKA)
(3 cem.)




7.2. Onucanue noka3zareJsjieil 1 KpuTepueB OLEHUBAHUS KOMIIETEHIMI HA PA3JIMYHBIX 3Tanax ux ¢GopMupoBaHus,
ONUCaHHUe KA OLeHHBAHUA

Kputepun orieHuBaHUs pe3yabTaToOB 00y4YEeHUS

= =
= =
< I o
5 3 3] [Tnanupyemblie
2 = 5 LA S— O1ieHKa He 3a4TEHO O1eHKa 3a4TEHO O1eHKa 3a4TeHO O1eHKa 3a4TeHO
s
= o) = (0-54 6amoB) (55-69 6annon) (70-84 6ainna) (85-100 GamoB)
s 2
3 aran
, 3Hanus: He 3naer: JleMoHCTpHpYyET JemoHcTpHpyeT JemoHcTpHpyeT
HOPMAaTHUBHO-TIPABOBOM | HOPMATHBHO-TIPABOBOM | YaCTMYHBIC 3HAHMA 0€3 | IOCTaTOYHBIC 3HAHUSA B | BBICOKHI YpPOBECHb
0a3bl 0a3bl rpyOBIX OIMHUOOK: 06a30BOM 0OBEME: 3HAHWI:

U 1 KPUTECPHUECB OICHUBAHWA KOMIICTCHIUN

v

Onucanue mokKasareie

[K-1

JOKYMEHTAIMOHHOTO
obOecrevyeHus
yImpaBieHus B cepe
npogecCuoHATBHON
JeSTeIbHOCTH; TIPaBUII
COCTAaBJICHMA,
TEXHOJIOTHH
00paboOTKH, IPaBUII
TBUKCHHUSI, XpaHEHUS U
HCIIOIL30BaHUSA
YIPaBIEHYECKIX
JIOKYMEHTOB,;
TEXHOJIOTHH
JTOKYMEHTAITMOHHOTO
obecnecucHUs
yIpaBJICHUS
MEPCOHAIIOM;
0COOCHHOCTEH
COCTaBJICHHS U
oopmIIeHUs
CIIPaBOYHO-

JOKYMEHTAIMOHHOTO
o0ecrnieuyeHus
yImpasieHus B cepe
npogecCuoHATBHON
JeSTeIbHOCTH; TIPaBUI
COCTaBIICHHSI,
TEXHOJIOTUH 00paboTKH,
TIPABUJI IBUKCHUS,
XpaHeHUs U
UCTIOJIH30BAHUS
YIPaBIECHYECKIX
JTOKYMEHTOB;
TEXHOJIOTHI
JOKYMEHTAI[HOHHOTO
obecrieyeHus
yIIpaBJICHUS
MIEPCOHAJIOM;
0COOEHHOCTEM
COCTaBJICHHSI U
oopMIIEHHUS CTIPABOYHO-
MH(OPMAIIMOHHBIX U

HOPMAaTUBHO-IIPABOBOU
0a3bl
JOKYMEHTAIMOHHOTO
obecrieueHus
yImpasieHus B cepe
npogecCuoHATBHON
JeSTeIbHOCTH; TIPABUII
COCTaBJICHMUS,
TEXHOJIOTUH
00paboOTKH, IPaBUII
TBUKCHHUSI, XpaHEHUS U
UCIOJIb30BAHUS
YIpaBIEeHIECKIX
JIOKYMEHTOB;
TEXHOJIOTUH
JOKYMEHTAIlMOHHOTO
obecrniedeHus
yIpaBieHUs
MEPCOHAIIOM;
0COOEHHOCTEH
COCTaBJICHHSI U

- HOPMATHUBHO-
MIPaBOBOI 0a3bI
JOKYMEHTAIMOHHOTO
obecnieueHus
yIpaBieHus B chepe
npodeccuoHaIbHON
JESITEIIbHOCTH; TIPaBUIT
COCTaBIICHMUS,
TEXHOJIOT Uit
00paboTKH, IPaBUI
TBUKCHISI, XPAHCHUS U
HCITOJIb30BaHHMS
yIPaBIECHIECKIX
JIOKYMEHTOB;
TEXHOJIOT Uit
JTIOKYMEHTAITMOHHOTO
obecrnieueHuUs
YIpaBJICHUS
MIEPCOHAIIOM;
ocoOeHHOCTEH
COCTaBJICHMS U

HOPMAaTUBHO-IIPaBOBOMU
6a3bl
JTOKYMEHTAIMOHHOTO
obecrnieueHus
yIpaBiieHus B chepe
npodeccuoHaIbHON
JESTEIIbHOCTH; TIPaBUIT
COCTaBJICHUS,
TEXHOJIOTUH 00paboTKH,
MIPaBUJI ABUKECHMUS,
XpaHEHUs U
UCIIOJIb30BaHUs
yIpaBIECHIECKIX
JIOKYMEHTOB;
TEXHOJIOTHI
JOKYMEHTAIlMOHHOTO
obecrnieveHus
yIpaBIeHUS
MIEPCOHAIIOM;
0CcOOeHHOCTEH
COCTaBIICHUSI U

10




WH()OPMAITMOHHBIX U
CIpaBOYHO-
AHATTUTHYECKUX
JOKYMEHTOB Ha OCHOBE
nH(pOpMaITMOHHOHN 1
o6ubnuorpaduyeckon
KYJIbTYpBI; BUIOB
oOpalieHuit Tpakaan u
TEXHOJIOTHI pabOTHI ¢
HUMH.

CTIPaBOYHO-
aHATTUTHYECKUX
JTOKYMEHTOB Ha OCHOBE
MH(POPMALMOHHOM U
oubnmorpaduueckoi
KYJIBTYPBI; BUIOB
oOpareHuit rpaxkaaH u
TEXHOJIOTUH paboTHI C
HHUMU.

JlonmyckaeT rpyosbie
OLIMOKHU.

oopmIIeHUs
CIpaBOYHO-
WH()OPMAITMOHHBIX U
CIpaBOYHO-
AHATTUTHYECKUX
JOKYMEHTOB Ha OCHOBE
nH(pOpMaITMOHHOHN 1
o6ubnuorpaduyeckon
KYJIbTYpBI; BUIOB
oOpalieHuit TpakaaH u
TEXHOJIOTHI pabOTHI ¢
HUMH.

odopmIIeHUS
CIPaBOYHO-
WH()OPMAIIMOHHBIX U
CIPaBOYHO-
AHATUTHYECKUX
JIOKYMEHTOB Ha OCHOBE
HH()OPMAITMOHHON H
o6ubnmorpaduueckon
KYJBTYPBHI; BUIOB
oOpalieHuii Tpaxaad u
TEXHOJIOTHI pabOTHI C
HUMH.

odopmIIeHUS
CIPaBOYHO-
WH()OPMAIIMOHHBIX U
CIPaBOYHO-
AHATUTHYECKUX
JIOKYMEHTOB Ha OCHOBE
HH()OPMAITMOHHOU U
o6ubnmorpaduueckon
KYJBTYPHI; BUIOB
oOpamieHuii Tpaxaad u
TEXHOJIOTHI pabOTHI ¢
HUMH.

Ymenus:

- OCYILIECTBJIATH
JIeJIOBOE OOIIEHHE;
pa3pabaTsiBaTh
JIOKAJIbHBIE
HOPMAaTUBHBIC
JTOKYMEHTHI,
perIaMEHTUPYIOIINE
YIIpaBJICHYECCKYIO
ACATCIIBbHOCTh, BCCTHU
JETIOBYIO TIEPETIHCKY, B
TOM HHUCIJIE C
UCTIOJIh30BAHUEM
COBPEMEHHBIX
AIIEKTPOHHBIX (OpM
oOMeHa J1eToBOr
nH(popMaIueH.

He ymeet nwim
JI€MOHCTPHPYET
YaCTUYHBIC YMEHHUS,
JomycKas rpyObie
OIIUOKH: OCYIIECTBIIATh
IIeJIOBOE OOIIEHNE;
paszpabaThIBaTh
JIOKaJIbHBIE
HOpPMAaTHBHBIC
JOKYMEHTHI,
periIaMeHTHP YOI
YIIpaBJIEHYECKYIO
JESITeTbHOCTD; BECTH
JIETIOBYIO TIEPETHCKY, B
TOM YHCIIE C
HCIOJIb30BaHUEM
COBPEMEHHBIX
AJIEKTPOHHBIX (hopM
oOMeHa IeI0BOH
nHpOopMaImen.

JleMoHCTpUpYyET
YacTUYHbIC YMEHUs 0e3
rpyOBIX OIMHUOOK:
OCYIIECTBISITh AEIIOBOE
0OIIICHHE;
pa3pabatsiBaTh
JIOKaJIbHBIE
HOPMAaTHUBHEIC
JOKYMEHTHI,
perIaMEeHTHPYIOIINE
YIIpaBJICHYECCKYIO
JEeSTENIbHOCTD; BECTH
JETIOBYIO TIEPETIHCKY, B
TOM YHCJIE C
UCTIOJIh30BaHUEM
COBpPEMEHHBIX
AIIEKTPOHHBIX (OpM
oOMeHa JIeToBOr
nH(pOopMaIueH.

JemoHCcTpHpyeT
0a30BbIif ypOBEHb
YMEHHIA:
OCYIIIECTBISITH ACIIOBOE
o011eHue;
pa3pabarhiBaTh
JIOKaJbHBIE
HOPMATUBHBIC
JOKYMEHTHI,
periaMeHTHPYIOIIHE
yIIPaBJICHYECKYIO
JESITEIIbHOCTD; BECTH
JIEITOBYIO TICPETIHCKY, B
TOM YHUCJIE C
UCTIOJIb30BaHUEM
COBpPEMEHHBIX
3JICKTPOHHBIX (HOPM
oOMeHa J1eTToBOM
uHdOopMaImen.

JemoHCcTpHpYyET
BBICOKUI YPOBEHb
YMEHHIA:

- OCYIIECTBIISITh
JIETI0OBOE OOIIEHHE;
pa3pabaThIBaTh
JIOKaJIbHbIE
HOPMATUBHBIC
JIOKYMEHTHI,
periaMeHTHPYIOIIHE
YIPaBICHYECKYIO
JESITEIIbHOCTh; BECTH
JIEJIOBYIO TIEPEIUCKY, B
TOM YHUCJIE C
HCIIOJIb30BaHNEM
COBpPEMEHHBIX
3JICKTPOHHBIX (HOPM
oOMeHa J1eTToBOM
uH(dOopMaImen.
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HaBbiknu:

- BEJICHUS
JTOKYMEHTOO00pOTa 1
JIEJIOBOM MEPEIUCKHU C
rpakJaaHaMu U
BHCIIIHUMU
OpraHHU3alMSIMU;
MOAICPKKH
BJIEKTPOHHBIX
KOMMYHUKalLUW B
chepe
JOKYMEHTAIlMOHHOTO
obOecreyeHus
yIpaBJICHUS;
MPUMEHEHHUS
TEXHOJIOTHH
JOKYMEHTAIlMOHHOTO
obecrnecucHuUs
yIpaBieHUs
MIEPCOHAJIOM.

He Bnaneer nnu
JEMOHCTPUPYET HU3KUI
YpOBEHb BJIa/ICHUA
HaBBIKAMU:

- BeJIeHUs
JIOKYMEHTO0000pOTa U
JIETIOBOM MEPENHUCKHU C
rpaxaaHaMu U
BHEUTHUMU
OpraHU3aIsIMUY;
MOJIIEPIKKH
ANEKTPOHHBIX
KOMMYHUKAIUi B cepe
JOKYMEHTAIMOHHOTO
o0ecrnieuyeHus
YIpaBICHUS;
MPUMEHEHUS TeXHOIOT U
JOKYMEHTAIMOHHOTO
obecrniedeHus
yIpaBlIeHUs
MIEPCOHAIOM.
JlomyckaeTt rpyObie
OIITUOKHU.

JleMoHCTpUpYyET
YaCTUYHBIC BJIaJICHHS
0e3 TpyOBIX OMHUOO0K
HaBBIKAMHU:

- BEJCHHUS
JIOKYMEHTO000poTa H
JIETIOBOM TIEPEMHUCKH C
rpaxaaHaMu 51
BHEIIHUMU
OpraHU3aIsIMUY;
MTOAJICPKKH
ANEKTPOHHBIX
KOMMYHUKaIUN B
chepe
JTOKYMEHTAITMOHHOTO
obecrnecucHuUs
yYIpaBJICHUS;
MIPUMECHCHHUS
TEXHOJIOTHH
JTOKYMEHTAITMOHHOTO
obecrnecucHUs
yIpaBJICHUS
MIEPCOHAIOM.

JemoHCcTpHpYyeT
0a30BbIif ypOBEHb
BJIQJICHUS HABBIKAMM:
- BeJICHUS
JTIOKYMEHTOO000pOTa 1
JIEJI0OBOU IIEPEIUCKH C
rpakJJaHaMH U
BHEILIHUMH
OpraHU3alUsIMU;
MOJICPKKU
3JIEKTPOHHBIX
KOMMYHUKalUl B
chepe
JIOKYMEHTAIMOHHOTO
obecrnieuyeHus
YIPaBJICHUS;
IIPUMEHEHUS
TEXHOJIOTHI
JIOKYMEHTAIMOHHOTO
obecrnieuyeHus
yIpaBICHUS
MIEPCOHAJIOM.

JleMoHCTpHpYeET HA
BBICOKOM yYpOBHE
BJIa/ICHUE HaBBIKAMMU:
- BelIeHUs
JTIOKYMEHTOO000pOTa 1
JIeJI0OBOU IIEPEIUCKH C
rpakaaHaMy U
BHEITHUMU
OpraHHU3alUsIMU;
MOITIEPIKKH
3IEKTPOHHBIX
KOMMYHHKAIUH B cepe
JOKYMEHTAIlMOHHOTO
obecrnieveHus
yIpaBICHUS;
MPUMECHEHUS
TEXHOJIOT U
JTOKYMEHTAIMOHHOTO
obecrnieveHus
yIpaBICHUS
MIEPCOHAJIOM.
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7.3. TunoBble KOHTPOJIbHBIE 3aJaHUS WIH UHbIE MaTepUaJibl, He00X0IMMbIe
JJI51 OLleHKH 3HAHUI, YMEeHHN i, HABBIKOB U (MJIH) ONBITA AeATeIbHOCTH,
XapakTepu3yIuX 3Tanbl (POPMHUPOBAHUS KOMIIETEHIIHII B Npolecce
OCBOEHNsI 00pa30BaTeIbHOM MPOrpaMMbl

7.3.1 TunoBbie BONPOCHI K 34Ty

T'OCYJAPCTBEHHBIM MHCTUTYT SKOHOMUKH, ®DUHAHCOB, TIPABA U TEXHOJIOT I
Kadenpa menemxxxkmenrta
BWIET K 3AYETY Ne 1
[To nucrmmiivne «/{okyMeHTalnoHHOe 00ecneueHre YIpaBIeHUs»
2019-2020 yu.rox

TeopeTnyeckrue BOOPOCHI:

l. [TpaBoBO#, yrpaBIeHUECKUH, UICTOPHUECKUI U MHPOPMALIMOHHBIH aCTIEKTHI B
OIIpECIICHUH TOKYMEHTA.
2. JIOJDKHOCTHAst MHCTPYKLUS KAK OCHOBHOW HOPMATUBHBIN JOKYMEHT, OIPEIEIIAIOIINN

OpraHU3aIIOHHO-TIPABOBOE MOJIOKEHNE PA0OTHHKA.
[IpakTHKO-OPUEHTUPOBAHHOE 3aJaHUE:!
OxapakTepu3yiTe o0II1ue OCHOBBI JACIIOBON KOPPECTIOHICHIINH.

3aB.xadeapoit MeHeHKMEHTA K.3.H. nou. Yymakos B.H
(noonucwv)

T'OCYJIAPCTBEHHBIM UHCTUTYT DKOHOMUKU, ®DUHAHCOB, TTIPABA U TEXHOJIOT U
Kadeapa menexxmenra
BWIET K 3AYETY Ne 2
ITo JUCTTUITIIMHC «HOKVMCHTaI_II/IOHHoe obecrieueHme YIIDABJICHUA )
2019-2020 yu.rox

Teopernyeckne BOPOCHL:
1. B3auMoOCBs3b TOHATHUH «TOKYMEHT» U «uH(popManus». Bunbr uadopmarum.
2. WHCTpyKUHs 1Mo JOKYMEHTAlMOHHOMY O00€CIICUEeHHUIO YIpaBIeHHs (AEI0NPOU3BOICTRY) -
OCHOBHOW HOPMATUBHBIN aKT MO perjaMeHTalluy OpraHu3anuu u texuoioruu JOVY.
[IpakTHKO-OPUEHTUPOBAHHOE 3aJaHUE:!
[TpuBenuTe MIIIOCHl U MUHYCBI JJIEKTPOHHOTO JOKYMEHTO000pOTA.

3aB.xadeapoit MeHeHKMEHTA K.3.H. nou. Yymakos B.H
(noonucwv)

T'OCYJIAPCTBEHHBIM UHCTUTYT DKOHOMUKU, ®DUHAHCOB, TTIPABA U TEXHOJIOT U
Kadeapa menenxmenra
BWIET K 3AYETY Ne 3
ITo JUCTTUITIIMHEC «HOKVMCHTaI_II/IOHHoe obecrieuenune YIIDABJICHUA )
2019-2020 yu.rox

TeopeTnyeckne BOIPOCHI:
1. Ponp unpopmaium B COUANBHBIX U SKOHOMUYECKUX MPOIIecCaXx.
2. OpraHuzanuoHHbIE (POPMBI IETOMPOU3BOJACTBA. MIX 3aBUCUMOCTH OT CHEIU(PHUKH U
OpPraHU3allMOHHON CTPYKTYPbI YUPEKICHHUS.
[IpakTHKO-OpUEHTUPOBAHHOE 3aJaHUE:!
Kaxosa pons cimyx0s1 [IOY B nesTeIsHOCTH OpraHU3alliH.

3aB.xadeapoit MeHeHKMEHTA K.3.H. nou. Yymakos B.H
(noonucwv)
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7.4. MeTogu4ecKue MaTepuaJibl, ONpeaeJsoine Npoueaypbl OeHUBAHUS
3HAHWH, YMEHUI, HABBIKOB WJIH ONBITA IeATEIbHOCTH, XapaKTepU3ylo1ue
3Tanbl GOPMUPOBAHMA KOMIIETEHLMI

B TUDDIIT pns oneHkW 3HAHUN, YMEHUN, HABBIKOB M (WJIM) OIbITa
JESATEIBHOCTH HCIONb3yeTcsl OaluibHO-peiiTuHroBast cucrema. Ilox OGamibHO-
PEUTUHIOBOM CHCTEMOI MOHUMAETCS CUCTEMA KOJIMYECTBEHHOW OLIEHKM KayeCcTBa
ocoeust OIl BO. Ilpu 53TOM wH3ydaemas AWCHUIUIMHA JAEIWATCA Ha Psij
CaMOCTOATENbHBIX, JIOTUYECKHA 3aBEPIICHHBIX  pa3leyoB  (MoOAyJield) Ui
MPOBEJICHUS] IO HUM KOHTPOJIbHBIX MEPOIPHUATHIA.

Texymuii KOHTPOJIb MPEACTABISIET COO0N MPOBEPKY YCBOCHUS Y4EOHOTO
Marepuansa  TEOPETUYECKOro W IMPAKTUYECKOro  Xapakrepa, peryJsipHO
OCYLIECTBJISIEMYI0 HAa MPOTSHKEHHH ceMecTpa. K J0CTOMHCTBaM JAaHHOrO TUIA
OTHOCUTCSI €ro CHUCTEMATHUYHOCTb, HEMOCPEICTBEHHO KOPPEIUPYIOLIAsiAcs C
TpeOOBaHUEM MOCTOSIHHOTO W HEMPEPHIBHOTO MOHUTOPUHIA KauecTBa 00y4YeHusl, a
TaKXKe BO3MOKHOCTb OaJITbHO-PEUTUHTOBOM OLICHKH yCIIEBAEMOCTH
obyyaromuxcs. K oCHOBHBIM (hopMaM TEKYIIEro KOHTPOJIS (TEKyIIeH aTTecTaluu)
MO>KHO OTHECTH YCTHBII OIpOC, MMCbMEHHbIE 3a/IaHUsI, KOHTPOJIbHbIE PAOOTHI.

[IpomexyTouHass arrecTanus, Kak IpPaBUIO, OCYLIECTBIAETCS B KOHLE
CEMECTPa M MOJKET 3aBepLIaTh U3YYEHUE KAaK OTIACIbHOW JWCUUIUIMHBI, TaK U €€
pasnena (pasnenoB) /Momynst (Momynei). [IpoMexyTodHasi aTTecTamusi MOMOTaeT
OLICHUTH 00Jiee KPyIHbIE COBOKYITHOCTH 3HAHUN U YMEHUH, B HEKOTOPBIX CITydasx
— npaxe (GOpMUPOBAHUE OIPEACIEHHBIX MNPOPECCHOHATBHBIX KOMIIETEHIIHI.
JIOCTOMHCTBA: TOMOTAaeT OLEHUTHh OoJiee KPYMHbIE COBOKYIMHOCTH 3HAHMA U
YMEHHH, B HEKOTOPBIX Cily4asXx — Jaxke (QOPMHUPOBAHUE OMPEEICHHbIX
npodecCHoHANbHBIX KOMIeTeHIud. dopma MNPOMEKYTOUHOM aTTeCTallud IO
mucuuruinee "/[oxymenmayuonnoe obecneueHue ynpaesienusa': 3adeT. Texkynun
KOHTPOJIb M TMPOMEXKYTOUHAS AaTTeCTalUsl TPAJULUHUOHHO CIyXaT OCHOBHBIM
CpeICTBOM o0ecredeHusi B Y4YeOHOM mpolecce «oOpaTHOM CBA3M» MEXIY
npenojaBareyieM U 00y4aroluMcs, HEOOXOAUMON JUIsl CTUMYJIMPOBAHUS PAOOTHI
oOydJaronMxcsi M COBEPIICHCTBOBAHMSI METOJMKH TMPENOJaBaHUs YYEOHBIX
TVCLUTLUINH.

[Io pe3ynbTaTaM HPOMEXKYTOUHOW ATTECTALMU CTYJICHTY 3aCUUTHIBACTCS
TPYAOEMKOCTh  JUCHUIUIMHBI B 3aQU€THBIX  €IMHUIAX,  BBICTABISETCA
auddepeHIpoBaHHas ~ OLIGHKAa B NPUHATOM  By3e cucTeMe  OaJuioB,
XapaKTEPHU3YIOIIasi KA4eCTBO OCBOEHUS CTY/I€HTOM 3HAHUM, YMEHUI U HABBIKOB I10
3TOU JTUCUUILIAHE.

YPOBHHM OCBOEHUA JUCHHUITJIMHBI

MuHUMaIIbHBIN OcHoBHOM IIpoBUHYTHIN
bannv 55-69 70-84 85-100
Oyenra 3a4TEHO

Onenka «3auyTeHo» (Oosiee 55 06amnoB) CTABUTCA, €CIM OOYYarOIIMMCS
OCBOMJI TPOTPAMMHBIA MaTepuana BCEX pasleioB, 3HAET OTACNIbHbIC EeTalu,
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MOCJEAOBAaTEIEH B  HW3JIOKEHUM  MPOTPAaMMHOTO  MaTrepuana,  BIaJeeT
HEOOXOJMMBIMM YMEHUSMH W HABBIKAMH TPU BBINOJHEHUU MPAKTUYECKUX
3aJITaHUN.

OrneHKa «He 3a4TeHO» (MeHee 55 0ajuioB) CTaBUTCS, €CJIM OOyYarolIUics
HE 3HAeT OTHAENbHBIX Pa3/eJOB MPOrPAMMHOI0O MaTepuaia, HEMocieI0BaTeIeH B
€ro H3J0KEHWH, HE B TIOJHOM Mepe BiajeeT HEOOXOAMMBIMU YMEHUSIMU H
HABBIKAMH TPU BBITIOJIHEHUH NMPAKTUYECKUX 3a1aHUM.

8. IlepeyeHb OCHOBHOM M JONOJHUTEIBHON Y4eOHO JIUTEepaTyphbl,

HEe00X0IMMOii 17151 OCBOCHUS TMCUUILIMHBI (MOTYJIA)

a) HOpMATHBHbIE MPABOBbIE AKTHI:

1. Konctutymuss Poccuiickoit ®enepanuu ot 12.12.1993r. (mpunsita
BCEHApOJHbIM rojocoBanueMm 12.12.1993) (¢ yudéroM nONpaBOK, BHECEHHBIX
3akoHamu P® o nompaBkax k Koncrturymuu PO ot 30.12.2008 N 6-OK3, ot
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-OK3).//
Co6panue 3akoHogatenbcTBa PO. - 04.08.2014. - N 31. - ct1. 4398.

2. "O6 wuHdpopmaruu, WHOOPMALMOHHBIX TEXHOJOTHSIX M O 3aIlUTEe
uHpopmanuu". dDenepanbupiii 3akoH oT 27.07.2006 N 149-®3 (pen. ot
25.11.2017) (¢ w3m. u gom., Bctyn. B cuiay c¢ 01.01.2018)// "CobGpanue
3akoHoaaTeabcTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

3. Tpynosoi konekc Poccuiickoir deaepanuu ot 30.12.2001 N 197-D3
(B pexn. ot 31.12.2017). // «Cobpanue 3akonoaarensctBa PO». - 07.01.2002. - N 1
(dacts 1). - cT. 3.

4. «O6 apxuBHoMm gene B Poccuiickoit ®enepaunmn». DenepayibHblii
3akoH oT 22.10.2004 N 125-®3 (pen. ot 28.12.2017). // «Cobpanue
3akoHomaTenscTBa PDy», 25.10.2004. - N 43. - cT. 4169.

5. «O6 ytBepxknaenun I[lpaBun nenompousBoicTBa B (eaepatbHBIX
OpraHax WCIOJHUTENBbHON Bractw». llocranosnenue IlpaBurensctBa PP ot
15.06.2009 N 477 (pen. ot 26.04.2016). // «CoOpanue 3akoHoaarenbcTBa PDy. -
22.06.2009. - N 25. - ct1. 3060.

0) OCHOBHAasI JiUTepaTypa:

6. beikoBa  T.A. JlokyMeHTallMOHHOE  OOECIIEYCHUE  YIPaBIICHUS
(menompou3BocTBO) : yueb. mocodue / T.A. breikoa, T.B. Kysnemora, JI.B.
Cankuna. — 2-e usa., mepepad. m gpon. — M.: MHOPA-M, 2017.— 304

C. [DnexkTpoHHbIN pecypc] URL:
http://znanium.com/catalog.php?bookinfo=762591.
7. Kabamos C.HO. Opramm3amums o0Omero ©  CHEIHaIbHOTO

JIETIONIPOU3BOICTBA B OpPTraHax MECTHOTO CaMOYIpaBleHUs: YueOHOe mocoowue. -
M.:. HUL HWudpa-M, 2013. - 421 c. [DOnexkrponusiii pecypc] URL:
http://znanium.com/catalog.php?bookinfo=315556.

B) JONOJIHUTEJILHASA JINTEpaTypa:

8. Jlenonpou3BOACTBO: OpraHu3alsi ¥ BeleHue: ydeOHoe mocobue /
B.1. Aunpeea. — M.: KuoPyc, 2016. — 294 c. [Dnexrponnsiii pecypc] URL:
https://www.book.ru/book/918552.

0. JlucTaHIIMOHHBIN TPY. Opranuzanus AIEKTPOHHOTO
JOKyMEHTOO0OpOTa B KaJpOBOM  JICJIONPOM3BOJACTBE:  MOHOrpadus  /
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C.B. Beperexuna. — MockBa: Pycaiinc, 2017. — 216 ¢. [OnekTpoHHBIN pecypc]
URL: https://www.book.ru/book/926307.

10. JJoxymeHTanmoHHOE€  OOecredYeHWe  YIpaBJIEHUS  MEePCOHAIOM:
Yuebnoe mnocobue/bymar P. E. - M.: HUI[ MH®D®PA-M, 2015. - 234 c.
[DnexTponHbIil pecypc] URL: http://znanium.com/catalog.php?bookinfo=488066.

11. TIlamoB M.A., Pesnux C.JI. JlokymeHTanmoHHOe oOecrieueHue
BHYTPUBY30BCKOT0 MeHeKMeHTa: MoHorpadus. - M.: HULl UTHDPA-M, 2016. -

110 C. [DNeKTpOHHBIM pecypc] URL:
http://znanium.com/catalog.php?bookinfo=521521.

12.  PazpgopoxHsiii A. A. JloxyMeHTHUpOBaHue YIIPABICHYECKOU
nesTenbHOCTH : y4eb. mocobue / A.A. Pazmopoxusiit. — M. : UHOPA-M, 2017.
— 304 c. — [DNeKTpOHHBI pecypc] URL.:

http://znanium.com/bookread2.php?book=854774.

9. IlepevyeHb pecypcoB HHPOPMANUOHHO-TEJIEKOMMYHHUKAIIMOHHOM CEeTH
«HTEepHEeT», HEOOXOAMMBIX 1JISI OCBOCHMS JUCHUILIUNHBI (MOAYJIs1)

1. Bcepoccuiickuii Hay4YHO-UCCIEI0BATEIbCKUI MHCTUTYT JOKYMEHTOBEICHUS
u apxuBHoro gena (BHUMIA). [Dnextponusidi  pecypc].  URL:
http://www.vniidad.ru

2. T'unbaust ynpaBISIONIMX JTIOKYMeHTanuen. [DnekTpoHHblid pecypc]. URL:
http://www.gdm.ru.

3. XKypHan pAenonpou3BOACTBO M JOKYMEHTOOOOPOT Ha MNPEANpUATHH.
[DnexTponnsiii pecype]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

4. Tapanrt. [Dnextponssiit pecypc]. URL: http://www.garant.ru/.

5. ®enepanbHas apxuBHas ciayx0a Poccum (PocapxuB). [DmeKTpoHHBIM
pecypc]. URL: http://www.rusarchives.ru.

6. MudopmanmoHHbIH nopTa. [ DneKTpOHHBIHN pecypc]. URL:
http://www.document.ru.

10. MeToanyeckue yKa3aHus 1Jsl 00y4AIOIIUXCHA M0 OCBOCHHUIO U CHMILIMHBI
(MoayJin)

CaMocTosiTenbHasi MOATOTOBKA 00YYaIOIUXCS TPOBOAUTCS TSl YTIyOIeHHs
U 3aKpeIICHHs] 3HAHUH, TOJYyYEHHBIX Ha JIGKIUSIX U IPYTUX BHIAX 3aHATUH, AJS
BBIPAOOTKH HABBIKOB CaMOCTOSITEIIBHOTO NMPUMEHEHHSI HOBBIX, JOMOJHUTEIbHBIX
3HAaHUU U TOJTOTOBKH K MPEICTOSIIUM YUYECOHBIM 3aHATHUSIM, 3aUETY.

BaxxHpiM  yCcliOBMEM  YCHEIIHOTO M3Y4YEHHUS JIUCHUIUIMHBI  SBISETCSA
noceuienue nexkuuil. [lox nmocemenuem noapasymeBaercs He Gpopma MACCUBHOTO
HPUCYTCTBUS, a aKTUBHAasA padoTa 1o U3y4eHuto HoBoro marepuaia. [lonroroska
JEKIIMOHHBIM 3aHATHAM BKIIOYAaeT B ceOs aHAJIW3 MpelaraeéMbIX A H3y4YeHHS
BONPOCOB, H3Y4YCHHE HOPMATHBHBIX MCTOYHHKOB M Y4eOHOW U HayyHOU
JUTEpaTypbl MO paccMaTpUBAaEMbIM BOIIpOCaM JIeKIHMHU. B mpouecce exiuu
oOyyaromuiicss MOXeT 3a/JaBaTh YTOYHSIONIME BOMIPOCHI, OCYLIECTBUTH
B3aMMOCBSI3b HOBOTO MaTepHaja C YK€ HU3y4eHHbIM, MOATOTOBUTH 0azy s
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3¢ (HEKTUBHOTO HCIOIb30BAHUS IMOJYYCHHBIX 3HAHUM, OOJNErYyuTh MOATOTOBKY K
IPAKTUYECKOMY 3aHATUIO. O(P(EKTUBHBIM CIOCOOOM (UKCAIUU JIEKIHUOHHOTO
MaTepuana SBISIETCS KOHCIIEKTHUPOBAHME, MPEICTaBIAIOLIEE COOOM HE TOJBKO
(uKcalui0 BaKHEHIIMX MOMEHTOB JIEKIUH, HO U YKAa3aHUE MPUMEPOB IS
INOHMMAaHHUS TOTO UJIM UHOT'O TEOPETUUECKOI0 MaTepuaa.

IIpy MOAroTOBKE K MPAKTHMUECKOMY 3aHATHUIO HEOOXOJUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAaHHbIE MaTepuasbl JEKUUH, Y4eOHYyI0 M Hay4dHYIO JIUTEparypy.
[TonroroBka OTBETOB MO BHIHOCUMBIM Ha OOCYXKIEHHE BOMPOCAM MPAKTHYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHE MaTepHalia, HO M €ro aHaiu3 U
KPUTHYECKYIO OLEHKy.. OOydaromemycsi cleayeT BbISIBUTH MaJjoOU3ydeHHbIE
aCTeKThl PACCMAaTPUBAEMBIX BOIPOCOB, MPOSBUTh WHUIIMATUBY IMPH MOATOTOBKE K
NPAKTHYECKOMY 3aHSTHIO.

[Ipy mOAroTOBKE K MPAKTUYECKUM 3aHATUSAMU U 3a4€Ty PEKOMEHAYETCS
CUCTEMATU3UPOBATh 3HAHMS, M300pakas MX B TaOJIMYHOM, IpaUuecKkoM WU
CXEMAaTUYHOM BUJE. DTO NO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b U3Y4aEMBbIX SIBICHUH,
YOPOCTUT 3aJady 3allOMHHAHMUS Marepuasna, OOJErduT IMpoLecC MPAKTUYECKOIO
IPUMEHEHHUS NOJIyYE€HHBIX 3HaHUH.

3ajayell  NPAKTUYECKUX  3aHATUN  sBJIAETCS  BbIPAa0OTKA  YMEHMS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHMSI, NPOSBUTh HAJIWYME MPAKTUUECKUX
HaBbIkOB. Ilpy  moaroroBke K  NPaKTUYECKOMY  3aHATHIO  CIEQYET
3a0JIarOBPEMEHHOT0 00ECIeYUTh HaTU4he HEOOXOAMMO MAJisi JAHHOTO 3aHSATHS
MaTepuasa, CaMOCTOSTENIbHO TOBTOPUTH PaHEe U3YUCHHbBIE TEMBI.

JUis  yCHeUnIHOro OCBOEHHUSI JUCLUUIUIMHBI Ba)KHBIM SBIIETCS YMEHHUE
paboTaTh ¢ TepMUHAMHU U HX ompeaeneHusMU. g paOoTbl ¢ TEPMUHOJIOTHEN
3¢ (EKTUBHBIM SIBIISIETCS MCIOJB30BaHME KAaK y4yeOHOW M Hay4HOH JUTEpaTyphl,
TaK U CIIOBApEM.

Pabota ¢ TepMHHaMU MOMKET OCYIIECTBIATHCSA KaK B (pOpME COCTaBICHUS
COOCTBEHHBIX TEMAaTHYECKUX CJIOBAapUKOB JJisi yAOOCTBA M CKOPOCTH IIOMCKA
HeoOxoaumoro TepmMuHa. C  3TOM  1enpl0  HEOOXOAMMO  KaXKIblii  HOBBIN
BCTPEUAIOLIUIICS TEPMUH 3aIllMChIBaTh U BO BPEMsl NOJATOTOBKUA K CEMHHAPCKUM U
IPAKTUYECKUM 3aHIATHUAM YKa3blBaTh COOTBETCTBYMOIEE omnpezeneHue. B cimyuae
BO3HUKHOBEHUS CJIO)KHOCTH BbIOOpA OIpEAENCHUs W3 UMEIOUIerocss oobeMa B
paMKax Hay4yHOIrO 3HaHHUS HEOOXOJMMO 3aJaBaThb BOIPOCHI IPENOAABATENIO B
pamMKax JEKIMOHHBIX U MPAKTUUYECKUX 3aHATUH.

WuTtepakTuBHbIe  (QOpPMBI  MPOBENEHUS  3aHATUA 1O  JAUCIUILIAHE
«doxymenmayuonnoe obecneuenue ynpaeieHus» BKIIOYAIOT B ce0sl CleIyrolue
BUJIbI 3aHSTHI:

- UMHTEPAKTUBHBIC JIEKIUH, MPEANOJaraloT HCIOIb30BaHUE METOoJa
npo6sieMHOT0 u3J0XkeHus. [Ipu TakoM MOaXo7e JEKIHsl CTAHOBUTCS MOXO0KEH Ha
JMAJIOT, MPENOoJaBaHUE UMUTHUPYET HCCIIENOBATENbCKUN IMpouecc (BBIABUIAIOTCA
NEPBOHAYAJILHO HECKOJIBKO KJIFOYEBBIX MOCTYJIATOB 10 TEME JIEKLUH, U3JI0KEHUE
BBICTPAUBAETCSl 110 MPUHUUIY CaMOCTOSITEJIbBHOTO aHaiu3a M 0000IeHus
CTYJEHTaMH Y4YeOHOro marepuaia). JTa METOJUKa IO03BOJSET 3aWHTEPECOBATh
CTYJEHTa, BOBJEUYb €ro B npouecc o0yueHus. [IpotuBopeunss HayyHOro MO3HAHUS
PacKpbIBAIOTCSI MOCPEICTBOM IOCTAHOBKM NpoOsieMbl. YueOHas mnpoOiema u
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npoOsieMHass CHUTyalusl SIBISIOTCS OCHOBHBIMHU CTPYKTYPHBIMH KOMIIOHEHTaMU
npobsieMHoro odydenus. [lepen HauamoMm HM3ydeHMsI ONPENIEICHHOM TEMbI Kypca
CTaBUTCSl NEpe]l CTyAE€HTaMu MpoOJEMHBIH BOIPOC WM JAETCsl MpOoOIEMHOE
3aganue. CTUMynIMpysl paspeuieHHe MpoOJieMbl, MpenojaBareilb CHHUMAaET
IPOTUBOPEUMSI MEKIY UMEIOLIUMCS €€ IIOHUMaHUEM U TpeOyEeMBbIMU OT CTY/EHTA
3HaHUAMU. D(PPEKTUBHOCTh TAKOTO METO/AA B TOM, YTO OTAENIbHBIE MPOOIEMbI
MOTYT IOJHUMATbCA CAMHUMH CTyJAE€HTaMmM. [JIaBHBIM ycrex AAaHHOIO MeEToja B
TOM, 4TO [pernojaBaTesib J0OMBAaeTCS OT AayAUTOPHUH «CaMOCTOATEIHHOTO
pelIeHus» TMOCTaBIEHHOW mpobaembl. Opranuzanus NpoOIeMHOro oOydeHus
MPEJCTaBsIeTCS] JOCTATOYHO CIIOKHOM, TpeOyeT 3HAYUTENbHOM MOJATOTOBKU
nexktopa. OJTHaKO Ha HayaJIbHOM 3Talle€ MCIOJIB30BAaHUS 3TOT0 METOJIA €r0 MOXKHO
BHEJPSATh B CTPYKTYPY T'OTOBBIX, paHee pa3pabOTaHHBIX JIEKIHH, MPAKTUYECKHX
3aHATUN KaK JIOIIOJHEHUE.

- TpYyNNOBBIE JUCKYCCHM, NPUMEHSIOTCS Ui OOECHEeYeHHs HaBbIKOB
KOMaH/IHON pabOThl U MEXJIMYHOCTHOM KOMMYHHMKAIlMU M MPEACTaBISAIOT CO00M
OLICHOYHOE CpEACTBO, IIO3BOJISIOUIEE BKJIIOUUTh OOYYaOLUXCSd B IPOLECC
OOCYXXII€HUsI TIPEACTAaBICHHOW TEMbl, MpOOJEMbl U OLEHUTh HX YMEHHE
apryMEeHTHPOBAaTh COOCTBEHHYIO TOUKYy 3peHMs. Kpome Toro, B Xoae 3aHATHI
IIPOBOJATCS KPYTJIbIE CTOJIBI 110 3aJaHHBIM TEMATUKAM.

OneHouHble M METOAMYECKHE  Marepuaiasl 10  JHACLHUILIMHE
«/loxymenmayuonnoe obecneuenue ynpasgnenusy npeacrasieHsl B POMM.

[Ipy NOArOTOBKE K NPOMEKYTOYHOMY WM HMTONOBOMY TECTUPOBAHUIO
HEOOXOUMO H3YYUTh TEOPETUYECKUN U NPAKTUYECKUH Marepuas. TecToBble
3aaHus (C mepeyHEeM BO3MOXKHBIX BapUAaHTOB OTBETOB, CPEAM KOTOPBIX XOTS Obl
OJIMH OTBET SIBJISIETCA HEBEPHBIM) O0OECIEUYMBAIOT CTPYKTYPHOCTH MBILIUICHUS,
BBIHYXJICHHOTO BBIOpaTh M3 MPEJIOKEHHBIX BapUAHTOB OTBET BCE MPABUIIbHBIC
BapuaHThl. TecToBbIE 3aJaHUs HAa YCTAHOBJICHUS COOTBETCTBUS IOJIPA3yMEBAIOT
HEOOXOAUMOCTh IPOSBJICHUS HE TOJBKO 3HaHMUA Y4eOHOro MaTepuana, HO H
YMEHUs TPUMEHATh MpaBuia (GopMaibHON JIOrMKHU. TecToBble 3aJaHus Ha
YHOPSIOYECHUE HAIIPaBICHbl HA YCTAHOBJICHHE JIOTUYECKOM IOCIENOBATEIBHOCTH
paccMaTpuBaeMbIX SIBJICHUM (BpPEMEHU CYIIECTBOBAHUS SIBJICHUMN, PaCIIOJIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB IPABOBBIX JOKYMEHTOB U T.I1.).

O} PexTuBHBIM €HOCOOOM AJiIi MOATOTOBKM K TECTUPOBAHHUIO SIBIISIETCS
paboTa 00ydYaromierocsi Mo PEIICHUIO TeCTOBBIX 3aJlaHUi, TIPEIOCTaBICHHBIX IS
CaMOCTOSITENIbHOM paboThl. Takke NpU MOATOTOBKE K Takol (opme KOHTPOJs
3HAHWI, KaK PELICHHE TECTOBBIX 3aJlaHUM, CIEAYET CAMOCTOSITENBHO MOIBITATHCS
npopaboTaTh paccMaTpuUBaeMble B TUCIUIUIMHE BOMPOCHI B (hOpME COCTaBIICHUS
TECTOBBIX 3a1aHUMN.

[Ipy moAroToBke K 3adery cieAyeT HMMETb B BHUAY, YTO OH SBIISETCA
UTOrOBON (POPMOM KOHTPOJIS MO M3YUYEHUIO JaHHOW Y4eOHON TUCLUIUIMHBL. 3a4eT
[OIPa3yMEBACT  MAKCHUMAJIBHYIO  KOHLEHTPALMIO  3HAHUM W yMEHUH,
IPEAINOIararlluX IOJHOE U3YYCHUE MaTepralla JUCLUILINHBI.

3aueT mnpoBOAMTCA B (OpPME YCTHOIO COOECEOBAaHUS M BbIIOJHEHUS
NUCbMEHHOIO 33JIaHus, TM0O TeCTA.
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Pemenne nmnpenopaBatenss 00 HMTOrOBOM  OLIEHKE TNPUHUMAETCA IO
pe3ysibTaTaM YCTHOTO OTBETa M BBIIIOJHEHHOIO IHCBMEHHOTO (TECTOBOTO)
3aJlaHus, B 3aBUCUMOCTH OT LIKaJIbl OLIEHKH.

Pabota ¢ nmeyaTHbIMU U3IAHUAMHU AJI OOYUAIOLIETOCs MOXKET OBITh CBSI3aHA
C TPYOHOCTAMH B OOJACTH JOCTya K COBPEMEHHOM Hay4yHOM I€YaTHOM
autepaType. B cBs3u ¢ pa3BUTMEM HAyyHO-TEXHMUYECKOI'O IIporpecca B TaKoOW
CUTYaLlMU Ha/JICXKUT BOCIIOJIb30BATHCA MaTepHUaIaMu, HAXOALIMMUCS B OTKPBITOM
nocryne cetu Internet. Takke HEOOXOAUMO YUYUTHIBATH, YTO MO COCTOSIHUIO Ha
CEroJHAIIHUI J€Hb MHOTME CIIPABOYHBIE IPABOBBIE CUCTEMBI COAEPKAT HE TOIBKO
TEKCT HOPMATHBHBIX aKTOB, HO W HAay4YHbIE CTaThbU IO Pa3IU4YHBIM BOIPOCAM
(manpumep, CIIC «Koncynpranat [Lmrocy). OqHOBpEMEHHO ClieyeT OOpaTUTh CBOE
BHUMaHUE Ha MyOanuHble OMOIMOTEKH, MPEIOCTABISIONINE BO3MOKHOCTD IOCTYIIA
K 3JIEKTPOHHBIM BEPCHUSIM I€YATHBIX NCTOYHHUKOB.

B cuny KpaTKOBpEMEHHOCTH M3YYEHHs U 3HAUUTENBHOIO oObeMa JaHHOU
y4eOHOW AMCUMIIIMHBI Kadeapa HACTOATEIbHO PEKOMEHIYET CUCTEMAaTUYECKH, a
HE 3MU30JMYECKU padboTaTh HAJl U3yUYEHHUEM Kypca.

11. Ilepeyenb HHPOPMAUOHHBIX TEXHOJIOT Ui, MPO(ecCHOHANBLHBIX 0a3
JAHHBIX, HCIOJIb3YEeMbIX MPHU OCYIIeCTBIEHUH 00Pa30BaTebLHOIO Mpolecca
10 AMCHHUIUIUHE (MOAYJII0), BKJIKYAs NepedyeHb NPOrPaAaMMHOI0 o0ecnevYeHus
U MH(OPMAIHMOHHBIX CMIPABOYHBIX CHCTEM

[IporpamMmmHoe obecrieueHue:

Omneparmonnas cuctema (Microsoft Windows Iponpuemapnas);

[Taket odpucusix nporpamm (Microsoft Office Professional IIponpuemapnas);

[IporpamMmMHoe oOecrniedueHre Ui MPOCMOTPA 3JIEKTPOHHBIX JOKYMEHTOB B
crannapte PDF (Foxit Reader GNU Lesser General Public License);

[IporpamMmHbIe cpencTBa, oObOecreuuBarolUMe MPOCMOTP BuUAcodailioB B
dopmarax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU Lesser
General Public License);

Web-06payzep (Mozilla Firefox GNU Lesser General Public License);

AntuBupyc (Kacnepckuii Open Space Security IIponpuemapnas);

[IpodeccronanbHbie 0a3bl TaHHBIX:

Odunmanbueiii cailt OeaepanbHON CIy>KObI TOCYJApPCTBEHHON CTAaTHCTUKH
[DnexTponnsrit pecypc]. URL: gks.ru

WNupopmanimoHHbIe CIIPABOYHBIE CUCTEMBI:

ABTOMaTH3UpOBaHHAs  HMH(OpMAIMOHHAs  OuOIMOTeYHas  cucTeMa
Marc21SQL;

Cnpasouno-nipaBoBasi cuctema «Koncynbrant [1mrocy.

19



12. MaTepuajabHoO-TeXHU4YecKasi 0a3a, HEO0OX0AMMAas IJISl OCYIIeCTBJICHUS
00pa30BaTeJIbHOTO NMPOLECCA MO AUCHUIIUHE (MOLYJII0)

HaumMmeHnoBanue

KoaunuecTBo

1. | Cneunanu3upoBaHHbIC ayJUTOPHHU:

MexxkadenpanpHas 1abopaTopusi CONMHATBHO-DKOHOMHYECKUX
uccienoBaHuii /YdyeOHas ayTuTOpus ISl IPOBEICHUS 3aHATUI
JEKIIMOHHOTO THIIA, 3aHATHHA CEMHHAPCKOTrO THIIA, KYPCOBOTO
NPOEKTUPOBAHUS (BBIMIOJIHEHUSI KypPCOBBIX pabOT), TPYIITOBBIX
¥ WHAUBHUIYaJbHBIX KOHCYJIbTAllMd, TEKYIIEro KOHTPOJS |
NPOMEXKYTOUYHOW aTTecTallid / KOMIBIOTEPHBIA Kiacc /
TIOMEIIEHHE TSI CAMOCTOATEILHONU PabOTHI

No46 (yn. Pommnckas, 5)

2. | Texnnueckue cpenctsa o6yuennus:

9KpaH HacTeHHBbIN Ne46

npoekTop Ned6

NIEPCOHANIBbHBIN KoMIbloTEp Ned6

31

3. ‘ Cneunaan3nupoBaHHbIC ayTUTOPUU:

MexkadenpanbHas 1a00paTOpUsi CEPBUCHBIX M COLIMAJIbHBIX
TexHOJIOTHM / YueOHasi ayIuTOpHUs AJid MPOBEACHUS 3aHITHUM
JIEKIIMOHHOTO THIIA, 3aHATUA CEMUHApPCKOr0 THUIA, KypCOBOIO
NPOEKTUPOBAHUS (BBIMOJHEHUSI KYPCOBBIX padOT), TPYIIOBBIX
U UHAUBUYATbHBIX KOHCYJIbTAlUM, TEKYIIEr0 KOHTPOJS U
MMPOMEXKYTOYHOU aTTECTALUU

No 10a (yn. Pommnckas, 5)

4. | Texumueckue cpescTa 0OGydeHNs

nocka ayautopHas NelOa

skpaH HacTeHHbIN NolOa

npoekTop NelOa

nepcoHaIbHbIN KomnbroTep NolOa
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[TponymepoBano u
MPOLINTO 20 JIMCTOB




