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1. llosgicHUTEABLHAA 3aIIUCKA

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

AxmyanvHocms W3y4YeHUS] AUCHUILUIUHBL «OCHOBbL  0e10npou3800Cmear
OTIPEIEISIETCSl 3HAYMMOCTBIO POJIM JIOKYMEHTOB B MHPOBOM HH(DOPMAIMOHHOM
MPOCTPaHCTBE. B COBPEMEHHBIX YCIOBHUSX IS MOBBIMICHHUS 3(P(HEKTUBHOCTH
YIPABJICHHUS] HEOOXOAUMO YIEIATh JOCTATOYHOE BHUMAHHUE COBEPLIEHCTBOBAHUIO
paboThl C JTOKYMEHTaMH, TaK Kak BCAKOE YIIPABIEHYECKOE PELICHUE BCerjaa
0asupyeTcst Ha HHPOpPMAIINH, Ha CIy>KeOHOM JoKkyMeHTe. Opranuzanus padoThl ¢
JIOKyMEHTaMU BIIUSET HA Ka4eCTBO paOOThI armapaTa yrpaBieHUs, OpTaHU3ALMIO U
KyJIbTYpy TpyAa YIpaBIE€HYECKHX paOOTHUKOB. OT TOro, HACKOJBKO
npoecCUOHANbHO BEACTCS JIOKYMEHTAllUs, 3aBUCUT YCIEX YINPaBIEHYECKON
JEATEIIBHOCTH B IIEJIOM.

Lens  ocBoeHust  AUCHUIUIMHBI ~ «OCHOBbI  0elonpouz8oo0cmea» -
dbopMHpoBaHUE Y CTYIACHTOB TEOPETUYECKUX 3HAHUK O (popMax U COJEP KAHHUU
YOPaBIECHYECKUX JIOKYMEHTOB, CUCTEME JIOKYMEHTAllUM, IpaBUiIaxX JBUKECHUS
JOKYMEHTOB B OpraHHU3alldd [JIs Pa3BUTUS YMEHHU W HaBBIKOB COCTABJICHUS
JOKYMEHTOB B KOHKPETHBIX YIPAaBIECHYECKUX CHUTYyalUsX B 3aBUCUMOCTH OT
Ha3HAYEHUs, COJCPKaHUs U BUIa IOKYMEHTA.

3amaun JUCIIUTUINHEL:

1. M3yuuts 1enu, 3agauu, (yHKIUKA JEJIOMPOU3BOJICTBA B COBPEMEHHBIX
OpraHU3alUsIX, YIPEIKICHUIX.

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

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

4. N3yunts OpraHu3alii0  JOKYMEHTOOO0OpoTa  Ha  COBPEMEHHBIX
NpEANPUATHSIX.

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

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



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

NporpamMmblI

Huctumnia «OcHogbl 0eonpou3so0cmeay y4acTByeT B (HOPMUPOBAHUU

CIICTYIOIINX KOMIIETCHIIHH:

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

3HaHus: OCHOBHBIX MOHATUH COBPEMEHHOTO
JIeJI0NIPOU3BO/ICTBA; HOPMAaTHUBHO-TIPABOBOM 0a3sI
OpraHu3aluu JIEJIONPOU3BOCTBA B chepe

npodeccCHOHaIbHON eSTeIbHOCTH; IPABUII COCTABIICHHS,
00pabOTKM, JBMKEHHSA, XPAHEHUS U UCIOJIb30BaHUA
JIOKYMEHTOB B OpraHHU3alliy; IIpeJHa3HaYeHUs] U COCTaBa
OpPraHU3allMOHHO-NIPABOBBIX M PACHOPSAUTENIBHBIX
JOKYMEHTOB, UX ()YHKIIMH M TOpsiIKa pa3paboTKH; OCHOB
JIeJIOBOTO OOILEHUS.

YMeHHA: OCYILECTBIATH JEIOBOE OOILEHUE; NMPOBOIUTH
IIEPEroBOphl; COBEIIAHMs;  pa3padaTbiBaTh JIOKAJIbHBIC
HOpMaTUBHbIE JOKYMEHTBHI, peraamMeHTHpyoIre
YIPaBJIEHYECKYI0  JESATENBbHOCTh;  BECTH  JIEJIOBYIO
NEepenucky, B TOM YHUCIE C  HCIOJIb30BAHUEM
COBPEMEHHBIX 3JIEKTPOHHBIX (hopM OOMEHa JeJI0BOM
uH(popManue.
HaBbiku: JIeI0BOTO oO01ieHus; yOJINYHBIX
BBICTYIUICHUH; BEICHMS IE€PEroBOPOB; COCTAaBJICHUS
JIEJIOBBIX IIUCEM; HOJIEPIKKH AJIEKTPOHHBIX

KOMMYHHKAIMI B cepe AeT0Npor3BOICTBA.

OIIK-6 - criocoOHOCTH perarhb
CTaHJapTHBIE 33/1a4H
npodeCcCHOHAILHON
JeSITeIbHOCTH HAa OCHOBE
MH(OPMaLIMOHHON U
6ubnorpadguueckoit KyJabTyphl C
npUMeHeHHEeM HH()OPMaIMOHHO-
KOMMYHHKAIIUOHHBIX TEXHOJOTHH
U C y4E€TOM OCHOBHBIX
TpeboBaHui HH(POPMAITMOHHON
0e3011aCHOCTH

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

Ymenus: pemarb CTaH/IapTHbIE 3a/1a4u
npodeccuoHaIbLHON JIESATENbHOCTH B obnactu
JIEJIONPOU3BOJCTBA € NPUMEHEHHEM HH(GOPMaIMOHHO-
KOMMYHUKAIIMOHHBIX ~ TEXHOJOTHUH; MOJIb30BaThCSA
MH(}OPMaLMOHHO-CIIPABOYHBIMU CUCTEMaMH,
AIEKTPOHHBIMU OMOTMOTEYHBIMU pecypcamu u

KOMITBIOTEPHBIMH CIIPABOYHBIMHU MTPABOBBIMH CHCTEMaMH.
HaBpIku: moucka ¥ aHajaM3a HOPMATHBHBIX U MPABOBBIX
JIOKYMEHTOB, PErJIaMEHTHPYIOIIUX JEIOMPOU3BOJICTBO C
UCIIOJIb30BaHUEM HH(OPMAITIOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH, BEJICHHUSI JICTIONIPOU3BOICTBA u
TOKyMeHToOOopoTa B cdepe  mnpodeccruoHaIbHON
JeITEIbHOCTH C  y4eTOM OCHOBHBIX  TpeOOBaHMIA
UH(POPMALIMOHHOM 0€301acHOCTH; paboThI c
00OpaIeHUsIMU TPaK/IaH.




3. MecTO AUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMMbl

Juctumnaa b1.6.19 «Ocnoswl denonpoussoocmeay siBASETCS OUCYUNIUHOU
0a3zo060ti uyacmu JIA TIOATOTOBKUM CTYACHTOB 10 HampapieHuto 38.03.04 —

['ocynapcTBeHHOE M MYHUITMTIIAIBHOE YIIPABIICHUE.

Iudp [IpenmectByromuye QUCHUIITUHBI [Tocnenyromume TUCHUIITMHBI
KOMIIETCHITUH y4eOHOTr0 IJ1aHa, B KOTOPBIX y4eOHOTO IJ1aHa, B KOTOPBIX
OCBaUBaCTCI KOMIICTCHIIMS OCBaMBAaETCsI KOMIIETEHIIUS
Putopuxa
(1 kype)
OIIK-4 JlenoBble KOMMYHUKAIIUU
NudopmaninoHHbIe TEXHOJIOTHH B (4 xypc)
YIPABICHUU
(1 xype)
OITK-6 HNudpopmaimoHHbIe TEXHOJIOTHH B JlucuuminHa SBISICTCS
YIPaBJICHUU 3aBepIIarIeii B GOpMUPOBaHUN
(1 xypc) TAHHOW KOMIIETEHIINU

4. O0beM IMCHUIIMHBI (MOXYJIS) B 3a4€THBIX eIMHUIAX C YKA3aHHEM
KOJINYeCTBA aKaJleMHYeCKHUX UM ACTPOHOMHYECKNX YaCOB, BbIIEJICHHBIX HA
KOHTAKTHYI0 pa0doTy 00y4aromuXcd ¢ npenojaanaresjaemM (Mo BUAaAM yY4eOHbIX

3aHATHH) U HA CAMOCTOSITEIbHYI0 Pa00Ty 00y4aKOIIUXCA

O6mass TPyIOEMKOCTh OCBOEHHUS Y4eOHOM JUCHUIIIUHBI  «OCHOGbL
0eonpou3e00cmaea» COCTaBIISIET 3 3aueTHble eauHullbl uin 108 akameMudeckux
4acoB.

Kype 2 Bcero,
KypcC aK.4yacoB
OO6mr1ast TpyT0EMKOCTH (BCETO aK. 9acoB / 3.€11) 108/3 108 /3
Jlexu 4 4
KonrtaktHas
paboTa [IpakTyeckne 3aHATHS 6 6
KoHntposbHas paborta - -
CamocrosiTenbHas paboTa 97 97
Bunx
IIPOMEKYTOUYHON
aTTeCcTaluu 3auer 1 1
(xoHT.pab. /
caMocCT.pao.)




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

(pa3aenam) ¢ ykazaHHeM OTBeJI€HHOT0 HA HUX KOJMYECTBA aKaJeMHYeCKHX
WM ACTPOHOMHYECKHX YaCOB U BHIOB YUEOHBIX 3aHATHIA

Pacnpenesienue yacoB yueOHoi padoThI CTYIEHTOB

TpynoemMKkocTh Conepxanue
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2 Kyp
[Tpenmer, 3aa4H, CTpYKTypa
TUCIUILINHEL. Onpenenenue
MOHATUI «IIOKYMEHT»,
«IOKYMEHTHUPOBaHHAs
UHpOpMALTHS «QJIEKTPOHHBIN
BBenenue B (bopmauus, P
HCIHILTHAY: JOKYMEHT» B  TOCYIapCTBEHHBIX
1. |# Y 10 | 1 1 8 | crammaprax, 3aKOHONATENLCTBE M
JIOKYMEHT B CHCTEME
JOKYMEHTOBEJICHUH.  B3auMocBs3b
yIpaBJIeHUsS .
TOHATU I «IOKYMEHTY u
«aHpopManus».  Mecto U posb
JOKYMEHTOB B  YIpaBICHUU Ha
coBpemMeHHOM  Jrane.  DyHkuUM
JIOKYMEHTA.
Dopmyiist OKyMeHTa. TuIOBOM
OcroBHbIC IpaBHa (bOPMYMP I[(I)[K YI:HTa Dopmyns
odopmieHue PMYTHD M ' PMYIAD
oOpasel. Cocras PEKBU3UTOB
yIpaBICHIECKUX
JIOKYMEHTOB. TpeboBanus K
2. | JOKyMeHTOB 0111118
0o opMIIEHUIO PEKBU3UTOB
JIOKYMEHTOB YCOP/[ B
coorBerctBuu ¢ ['OCT PD 6.30-
2003.
Ocobennoctu OpraHu3anuoHHO-
COCTaBJICHUS U pacropsanTeIbHas JTOKYMCHTAITU.
oopmieHus JIOKyMEHTBI OpraHu3aIMOHHbIC
OpraHM3alMOHHO- (yctaB, TMOJNOXEHUE), JOKYMEHTHI
MIPAaBOBBIX U pacropsanTeIbHbIC
3 | PacnopsNTENbHBIX 9 1 3 (TocTaHOBIIEHHE, pacropsbKeHue,
" | TOKYMEHTOB. NpUKa3, yKa3aHue, pelieHue).
Hcnonp3oBanue PacniopsimutensHbie JOKYMEHTHI,
UH(POPMAIIMOHHO- u3/1aBacMbIe B YCIOBUSX
CIPABOYHBIX CUCTEM, enuHOHauanus (MIpPUKa3, yKa3aHHeE,
AIIEKTPOHHBIX pacropsKeHnue) U KOJUICTHAIbHOCTH
OMOIMOTEYHBIX (pemenue, MMOCTAHOBJICHUE).




pPECYpCoB U [TpaBuna opopMIIeHUS.
KOMIIBIOTEPHBIX Hcnonb3oBanue  uMHGOPMAMOHHO-
CIIPABOYHBIX CIIPABOYHBIX CHCTEM, JIJIEKTPOHHBIX
MIPaBOBBIX CUCTEM B OMOIMOTEYHBIX pecypcoB u
obnactu KOMITBIOTEPHBIX CIPABOYHBIX
JIeNTOTIPOU3BOICTBA. MIPAaBOBBIX CUCTEM B o0macTu
JIJIONPOU3BOJICTBA.
CripaBoyHO-UH(POPMAITIOHHBIE u
CIIPABOYHO-aHATIUTUYECKUE
nokyMeHThl. CripaBKa Kak OCHOBHOM
JOKyMEHT JaHHoro tumna. CrpaBku
BHEIIIHUE U BHYTPEHHUE, MPOCTHIE U
CIIO)KHBIE. OcoGenHoctu
O(pOpMIICHUSI aKTOB pAa3HBIX THUIIOB
OcoOenHoctu (mopnucanue, yTBEpKJICHUE
COCTaBJICHUS U CTPYKTypa TekcToBoi yactu). [lonck
odopmIIeHUS Y aHaJu3 HOPMATUBHBIX U TIPABOBBIX
CIPaBOYHO- JOKYMEHTOB,  periaMeHTHUPYIOIINX
MH(OPMALMOHHBIX U JIEIOMPOU3BOJICTBO. OcHoBBI
CIPaBOYHO- BEJCHUS  JCJONPOW3BOJACTBA  H
AHATUTUYECKUX JIOKyMEHTO0000poTa B chepe
JIOKYMEHTOB MpOoPECCUOHAIBHON JIEATETLHOCTH C
Y4e€TOM  OCHOBHBIX  TpeOoBaHUI
MH(OPMALMOHHON  GE€30MacHOCTH.
JloKyMeHTHUpOBaHUE KOJUIETHAIBHOMN
JIESITEIILHOCTH, 0COOEHHOCTH
odopmieHus nporokosna. JloknaaHsle
u 0OBSCHUTETILHBIE 3aITUCKH.
3asBIEHUE.
Bunpl oOpamieHuit rpakgaH U UX
XapakTepucTuka. JIMYHBI TIpUEM
rpaxJaaH. YCTHbIE WM NMHUCHMEHHBIC
oOpamienus rpaxiaat. [Ipenioxenus,
3asBJICHUS, KaJOOBI, XOIaTalCTBa M
JTOKyMEHTHpOBaHHE neturi. OCOOEHHOCTH paboThI ¢
PaBOTHI ¢ oOpallleHUus MU TpaX/IaH. TeXHonorHil
P —— paboTel ¢ OOpalIeHUsMHU: JINYHBIHI
rpanan, TIpasia NpueM  TpaxkIaH; npruemM VI/T
EITOBOTO OGIIEHHS 1 perucTparus oOpaleHuit;
IETOBOR NEpeTmHCKH, B YBEIIOMJICHUE 3asBHUTEINS; KOHTPOIb
TOM HHCIe ¢ 3a CpoKaMu WCTIOTHEHHUS
CIIONL3OBAIEM JIOKYMEHTOB; WH(POPMAITMOHHO-
COBPEMEHHBIX crpaBodHas paboTa; XpaHEHHE W

JEKTPOHHBIX POpPM
oOMeHa JeT0BOM
uH(popManuei.

aHaJIW3 TOCTYNUBIIUX OOpalIeHUH.

BripaboTka CTHIISI JIeTI0BOTO
oO1IeHuS; MyOIMYHBIX
BBICTYIUICHHIA; BE/ICHMUSI
IIEpETOBOPOB.

OcHOBHBIE TpaBWia pabOTHl ¢
MHCbMEHHBIMHU o0paleHuAMH
rpakJaH. Ocobennoctu

COCTaBJICHUA JCIIOBBIX ITHUCEM;




HOJIICPKKH AIEKTPOHHBIX
KOMMYHHKAITII B chepe
JICJIONPOM3BOJICTRA.

Opranuzanus padoTsl
CITYXOBI
JIOKYMEHTAIMOHHOTO
obecrieueHus
yIpaBICHUSI.

Opranu3annoHHbie (pOpMBI CITYKOBI
JOKYMEHTAI[HOHHOTO ~ 00ecredYeHust
@akTopsl, BAUSIOMKE HA UX BHIOOD B
YUPEXKICHUAX DPA3IMYHBIX YpPOBHEH
ynpaBieHusi. TUIOBBIE CTPYKTYPHI
JIeTIONIPOU3BOICTBEHHON ~ CITYXOBI.
OcHoBHBIE 3amaul W (yHKIHH
CITyKOBI JOKYMEHTALMOHHOTO
obecrieuenus ynpasnenus. Ilonstue
(ONIEKTPOHHBI  CTHIL  PabOTHD»
oduca.

TexHonorus
00paboTKn
YIPaBJIEHUYECKUX
JIOKYMEHTOB.
Hcnonb3oBanue
MH(}OpPMaLMOHHO-
KOMMYHUKaIIMOHHBIX
TEXHOJIOTH B cepe
JIETIONTPOU3BOJICTBA

Opranuzanusi TOKyMEHTOO0OpOTa B
YUPEIKICHUU. Texnomorus
00pabOTKH BXOASIINX, UCXOIAIIUX U
BHYTPCHHHUX JOKYMEHTOB.
Perucrparus JIOKYMEHTOB "
KOHTPOJIb 3a CpOKaMu ux
WCTIOJTHEHUS. ABTOMAaTHU3WPOBAHHBIC
CHUCTEMBI PETHCTPALMU U KOHTPOJISI
32 UCIOJHEHHEM JOKYMEHTOB, OIIBIT
ux npuMeHeHns Homenknarypa gein.

Perucrpanus n
KOHTPOJIb UCIIOTHEHUS
JIOKYMEHTOB

ITonsTne «perucrpanus
JIOKYMEHTOBY. 3Ha4YeHue
perucTpanv  JTOKyMEHTOB  JUIA
YIIPAaBJICHYECKOU JEATEIbHOCTH.

[IpyHIMIIBI ¥ TTpaBUJIA PErUCTPALIUU
U UHICKCUPOBAHUSA  JIOKYMEHTOB.

CocraB pEerucTpupyemMbIx "
HEPEruCTPUPYEMBIX JOKYMEHTOB.
Perucrpanmonnsie b opMBI.
XapakTepucThKa COBPEMEHHBIX

pPEruCTpallMOHHBIX  (QOpM, COCTaB
uHpopMalUul W TOPAJOK  UX
3anonHeHuss. KoHTpoiap ucnonHeHus
JokymeHTOB. Ero 3HaueHue B
YIIPaBICHYECKOM TSI TENIbHOCTH.
dopmupoBanre  TpeOOBaHHMA K
OpraHHu3ali KOHTPOJIS 32 CPOKaMHU
WCIIOJTHEHUS JTOKyMEHTOB B
JIETIOTIPON3BOACTBEHHOM CITYKOE.

Opranuzanus u
MOPSITIOK
dbopMuUpOBaHUS eI
Howmenknarypa nen

®opmupoBanue  Jen.  3HaYCHHE
MPaBUIIHLHOTO dbopmMupoBaHUs
JOKYMEHTOB B Jena JUIsl  UX
MOCTIEYIOIIET0  WCIOJIB30BaHUS |
xpaneHusi.  OCHOBHBIE  MpaBuia
dbopmupoBanus gen. CoBpeMeHHas
HOPMaTUBHO-METOANYECKAS 6aza,
ompenenstomas  TpeboBaHHS K
(bopMHPOBAHUIO Jen B




nernonpousBoacTee.  OmpeneneHue
HOMCHKIJIATYphbI ACJI, €€ HA3HA4YCHMUC.
Bunel  HOMeEHKIaryp — jgen,  HX
0COOEHHOCTH. TpeboBanus
HOPMAaTHBHO-METOIHYECKUX
JOKYMEHTOB K COCTaBICHHIO U
0(hOpPMIICHHIO HOMEHKJIATYP eIl

10.

Opranuzanus
BEJIOMCTBEHHOTO
XpaHEeHUs JOKYMEHTOB
U 00ecIieueHUe X
COXpPaHHOCTH

XpaHeHue JIOKYMEHTOB B
CTPYKTYPHBIX NOJPA3JIEICHUAAX
opranuzanuy. OTBETCTBEHHOCTb 3a
COXPAHHOCTh JOKYMEHTOB.
Opranuzanusi CipaBOYHON pabOTHI U
MOPSAJOK BBIJAYM JOKYMEHTOB JUIS
BPEMEHHOI'O  IOJb30BaHUsS  IIPU
XpaHEHUU HUX B  CTPYKTYpPHBIX
MOpa3JCICHUAX. Y4eT BbLAAYU €]
BO BPEMEHHOE I10JIb30BaHUE.
XpaHeHue MAaIIMHOYUTAEMBIX
JOKYMEHTOB ¥  JOKYMEHTOB Ha
MarHUTHBIX HOCUTEJISX.

I1.

DKCrnepTu3a eHHOCTH
JIOKYMCHTOB B
JIeITOTIPOU3BOICTBE

10

OKcnepTh3a LEHHOCTH JTOKYMEHTOB.
HopmaruBHO-MeTOIM4ECKHE u
TEOPETUYECKIE OCHOBBI IPOBEICHUS
IKCIIEPTH3HI. TpeboBanus K
MPOBEIECHUIO JKCIEPTU3BI IICHHOCTH
JIOKYMEHTOB.

12.

IToaroroBka u
repenayva Jei B apXuB
OpraHu3aIuu

11

VYHudukanus TpeOOBaHUN K JaenaM,
cnaBaeMbIM B apxuB. HopmarusHO-
METOINYECKHE MaTrepratbl
denepanbHOM apXUBHOW CITyKOBI 00
odopMIIeHUH TE. OcHOBHBIE
TpeOoBaHUs K O(OPMIICHUIO Jedl.
[TonHoe m yacTuuHOe OdopMIIEHHE
nen. IlommmuBka nen. Hymepauus
JUCTOB. 3aBepuTelbHAs HAIIHUCH.
Buytpennsiss onuch. OdopmiieHue
00JIOKKU Jelt IMOCTOSHHOTO,
JIOJITOBPEMEHHOTO XpAaHEHHUS U II0
JINYHOMY COCTAaBY. IIpaBuna
YaCTUYHOT0 0OpMIICHUS ATl

3auer (konr.pad. / camocT.paé.)

Hroro 3a 2 kypc

108

97

10




6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs JAJIs1 CAMOCTOSITEIbHOM
patdoThl 00yYAKOIIMXCS MO JUCHHUIIMHE (MOTYJIIO)

CamocrosiTesibHAas pad0Ta CTYICHTOB

Ne | Bunel camocrositensHoM padoThl | TpynoemkocTs, | Popma KOHTPOIIA
aK.4achl
[TpopaboTka TEOpETUUECKOTO
Koncynpranus
Marepuaia 1o KOHCIEKTaM
o . npenojaBatess,
1. JIEKIUM, peKOMEHAOBAHHOM 20 CTHOE
JUTEpaType, NONOTHUTEIHHBIM Y
cobece0BaHueE
HUCTOYHUKAM MH(OPMaAIIUH
[ToaroroBka K NpakTUYECKUM BricTynnenue ¢
3aHATHSIM: IOUCK HEOOXOIUMO JIOKJIaI0M,
) nH@opmaiu, oopadoTKa 57 npe3eHTaIus,

" | uadOpMaIY, HaITMCAaHUE OTBETHI HA
JIOKJIaJ1a, IIOATOTOBKA K JMCKYCCHOHHBIE
BBICTYIUICHUIO (JINCKYCCHUH) BOIIPOCHI
IToaroToBKa K TEKyIIEM YerHoe

3. Y y 20 cobecenoBaHue,
KOHTPOJIIO (TECTUPOBAHUE)
TECTUPOBAHUE

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

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

2. beikoBa T. A. JloKyMeHTallMOHHOE OO€CleuYeHHe YIpaBiIeHUs

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

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

oOecrieueHue ynpaieHus: YueoHnoe nocooue / [lanacenko FO.A., — 3-e u3g. —
M.: PUOP, UHOPA-M, 2016. — 112 c¢. — (BO: bakanaBpuar). [D1eKTpOHHbBIN
pecypc]. URL: http://znanium.com/bookread2.php?book=542773.

4 @DOHJT OIICHOYHBIX U METOJUYECKUX MaTEPHUAJIOB IO JAUCIMILINHE
«OcCHOBbL 0eIONPOU3BOOCBAY.
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7.M0H O1LIEHOYHBIX U METOAUYECKNX MATEPHAJIOB /1JIs1 IPOBeeHUsA
NMPOMEKYTOUHOM aTTecTAlMU 00yYAKOIIMXCS M0 JUCHHUILIHHE

7.1. IlepeyeHb KOMIIETEHIUI ¢ YKa3aHUEM 3TANOB UX ()OPMHUPOBAHUS B
npoiecce 0CBOeHNs 00pa3oBaTeIbHOH MPOrpaMMbI

[Ipouecc nzydeHust AUCHUILTUHBL « OCHOBbL 0eslonpou3800cmea» HaTpaBleH
Ha (OPMHUPOBAHHME CJCAYIOMUX KOMIICTCHIIUMA, OTPaXEHHBIX B TACIOPTE
dbopMHUpOBaHUS KOMIIETCHITHIA:
OIIK-4 - cnocobHocmeb ocywecmaisims 0Oenogoe obujeHue u NnyoIudHble
BLICMYNJICHUS, 8eCMU  Nepe208opbl,  COBEUJAHUA,  OCYWECEIAmMb  0el08VI0
nepenucKky u no00epHCUBamy INeKMPOHHbLE KOMMYHUKAYUU.

Omansl popmuposanuss KomnemeHyuu

1 sTam 2 JTaI 3 3Tan

Puropuka
(1 kypc)

I/IH(I)OpMaHI/IOHHBIC OCHOBBI ACJONMPOU3BOACTBA HCHOBBIG KOMMYHUKaAIIUN

TEXHOJIOTUHU B (2 kype) (4 xypc)
yIpaBICHUH

(1 xypc)

OIIK-6 - cnocobHocms pewams cmanoapmuvle 3a0a4u NPOHecCUOHAIbHOL
0esimeNlbHOCU HA OCHOB8e UHMOPMAYUOHHOU U OubIUo2paduyeckoll Kyavmypsl ¢
npumMeHeHueM UHGOPMAYUOHHO-KOMMYHUKAYUOHHBIX MEXHOA0SUN U C Y4emom
OCHOBHBIX MPeb0BaAHUL UHGOPMAYUOHHOU OE30NACHOCMIU.

Omanvl opmuposanusi KomnemeHyuu

1 sTan 2 3Tar

WNHdopMaimoHHbIe TEXHOIOTUU B
yIpaBJIeHUU

(1 xypce)

OCHOBBI 1€JIONPOU3BO/ICTBA
(2 xype)
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7.2. Onucanue noxkasarteJei u KPUTEPHUEB OLICHUBAaHUSA KOMHeTeHHI/Iﬁ Ha pa3/iMYHbIX Tallax ux (l)OpMI/IpOBaHI/IH,
OIIMCAHMUC IIIKAJ OHCHUBAHUA

Kputepuu onieHnBaHus pe3yabTaToOB 00yUeHHUsI

= S
s E =5
5 2 % HnaHpreé\/[ b He 3auteHo 3auTeHO 3a4uTeHo 3a4TeHO
=H 5 | Pe3YTIbTATR ObyHeHIA (0-54 Gaios) (55-69 6aiios) (70-84 Gara) (85-100 Gawios)
s 2
2 3TaI
3HaHuMA: He 3naer: JlemoHCTpHpYET JleMoHCTpHpYET JlemoHCTpHpYeT
- OCHOBHBIX TIIOHSTHH | - OCHOBHBIX TOHSTHI | YaCTUYHbBIC 3HAHMs O€3 | OCTATOYHBIC 3HAHUS B | BBICOKHI YPOBECHb
. COBPEMEHHOTO COBPEMEHHOTO rpyOBIX OIMHUOOK: 6a30BOM Oo0BEME: 3HAHUM:
= JICIIONPOU3BO/ICTRA,; JICIIONPOU3BO/ICTRA; - OCHOBHBIX ITOHATHUH | - OCHOBHBIX IIOHSTHH | - OCHOBHBIX ITOHSTHM
‘5 HOPMATUBHO-TIPABOBOW | HOPMATHBHO-TIPABOBOM COBPEMEHHOTO COBPEMEHHOTO COBPEMEHHOTO
z 0a3bl opranuzanuu | 6a3sl OpTraHH3aIiy | IeJOMPOU3BOJICTBA; JIEIOMPOU3BO/ICTBA; JIeNIOTPOU3BOICTBA,
g JICIIONIPOU3BOJICTBA B | JICJIOMPOU3BOJICTBA B | HOPMAaTUBHO-TIPABOBOM | HOPMATUBHO-TIPABOBOM | HOPMATHBHO-IIPABOBOM
& chepe chepe 0a3bl opranuzanuu | 6assl opranuzanuu | 6a3sl OpraHu3aIuu
% - npo@eccnom@woﬁ HpO(beCCI/IOHaJ'.IBHOI\/'I JCJIONPOU3BOJICTBA B | JCJIONPOU3BOJICTBA B | JICTIONPOU3BOJICTBA B
== NEeSTeNbHOCTH, TPaBHII | NEATEIbHOCTH;  MpaBui | cdepe chepe cdepe
e % < COCTAaBJICHUSI, COCTAaBJICHHS, npodecCuoHaNTbHON npoQeCCHOHAIBHON npo¢eCCHOHAIBHON
= B é 00paboTKH, ABMXKEHHUSA, | 00paOOTKH, JABIDKEHUS, | AEATEIbHOCTH; TMPaBUI | ACSITEIbHOCTH; MPABWI | IEATEIbHOCTH; TPaBUI
’o:) = ®) XpaHCHHS U | XpaHeHUs U | COCTaBJICHUS, COCTaBJICHHUS, COCTaBJICHHS,
s 2 HCIOIb30BaHUS HCIIOIb30BaHUS 00paboTKH, ABMXKEHHUA, | 00pabOTKU, IBUXKEHHS, | 00paOOTKH, ABWKCHUS,
§ JTIOKYMEHTOB B | JIOKYMCHTOB B | XpaHCHUs U | XpaHEHUs U | XpaHEeHUs u
= OpraHH3aIi; OpraHH3aIii; HCITOJIb30BaHMS HCITOJIb30BaHUS HCITOJIb30BaHUS
f, MpeTHa3HAYCHUS U | TIpeTHa3HAYCHUS U | TOKyMEHTOB B | IOKYMEHTOB B | IOKYMECHTOB B
% cocraBa cocTaBa OpraHH3aIiH; OpraHu3aIuy; OpraHu3aIni;
2 OpraHHU3aIMOHHO- OpTraHU3aIMOHHO- MpeTHa3HAYCHUS U | IpeTHAa3HAYCHUS U | IpeTHa3HAYCHUS u
5 MIPABOBBIX U | TIPaBOBBIX U | cocTaBa cocTaBa cocTaBa
pacTopsANTEITHLHBIX pacopsANTEITLHBIX OpTraHHU3aIMOHHO- OpTraHU3aIMOHHO- OpTraHHU3aIMOHHO-
JTOKYMEHTOB, UX | TOKYMCHTOB, WX | TIPaBOBBIX Y | IPaBOBBIX Y | IPaBOBBIX u
byHknuid W mopsaka | QyHKIMKA W TOPsIKA | pacropsIuTeIbHBIX pacropsAUTeIbHBIX pacoOpSANTEIHHBIX
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pa3palboTKu; OCHOB | pa3palboTKu; OCHOB | JOKYMEHTOB, UX | JOKYMEHTOB, UX | JOKYMEHTOB, ux
JIeTTIOBOTO OOIIEeHUS JIeTTIOBOTO OOIIEHUS ¢bynkuuid w  mopsaka | GyHKIMA W mopsaka | yHKOME W mopsaka
Jomyckaet rpyoble | pa3paboTKy; OCHOB | pa3paloTKu; OCHOB | pa3palboTKu; OCHOB
OILIMOKH. JIeTTIOBOTO OOIIEHUS JIEJIOBOTO OOIIEHUS JIeTIOBOTO OOIIEHUS
Ymenus: He ymeer nim JeMoHcTpHpyeT JemoHCTpHUpYyET JleMoHCcTpUpYyET
- OCYIIECTBIISITH | IEMOHCTPHUPYET yacTU4YHbIe YMeHUs 0e3 | 6a30Bblil ypOBEHB BBICOKHI YpOBEHb
JIEJI0BOE oOLIEHNE; | YaCTUYHbIE YMEHUS, rpyOBIX OMINOOK: YMEHMM: YMEHMMH:
MIPOBOANTD JoTycKasi TpyObie - OCYIIECTBIIATH | - OCYIIECTBIISTS | - OCYIIECTBIISITh
TIEPErOBOPHI; OIIINOKH: JIEIOBOE o0llleHHE; | IeJIOBOE o0llleHHE; | IEJIOBOE o0lIeHHE;
COBEILIAHUS; - OCYIIECTBJISTH JEIOBOE | MPOBOJIUTH MIPOBOANTD MIPOBOUTH MEPETOBOPHI;
pa3pabarbIBaTh oO1eHue; MIPOBOJIUTH | TIEPETOBOPHI; MIEPETOBOPHI; COBEIIAHUS;
JIOKaJIbHbBIE MIEPETOBOPBL; COBEILIAHUS; COBCILIAHUS; pa3pabaThIBaTh
HOpPMAaTUBHBIE COBEIIAHUS; pa3pabarbiBaTh pa3zpabaThIBaTh JIOKaJIbHbIE
JIOKYMEHTHI, pa3pabaTsIiBaTh JIOKaJIbHbIE JIOKAJIbHbIE HOPMAaTUBHBIE
periiaMeHTHPYIOIIe JIOKaJIbHBIC HOPMAaTUBHBIE HOPMAaTHBHBIE JOKYMEHTBI,
yIPaBICHUECKYIO HOPMAaTHUBHBIE JIOKYMEHTHI, JIOKYMEHTHI, peraaMeHTHpYoIIne
NEeSTeTbHOCTh;  BECTU | JIOKYMEHTHI, periaMeHTHPYIOIINe periiaMeHTHPYIOIHe YIPaBJICHUYECKYIO
JICTIOBYIO TIEPENHCKY, B | pEIJIAMEHTHPYIOIINE YIPABIEHYECKYIO YIPaBJICHUYECKYIO NEeSATEIbHOCTD; BECTHU
TOM quclie C | yIpaBJIEHUYECKYIO NEeSATEeIbHOCTh;  BECTU | ICATENILHOCTh;,  BECTH | JIEJIOBYIO TEPENNCKY, B
HCIIO0JIb30BaHUEM NeSATEIbHOCTD; BECTH | JIETIOBYIO MEPENUCKY, B | JCIOBYIO NEPENHUCKY, B | TOM yucIie c
COBPEMEHHBIX JIEJIOBYIO TIEPENUCKY, B | TOM qHUCIIe C | TOM qucle C | UCIIOJIb30BAaHUEM
3IEKTPOHHBIX dbopM | Tom qucie C | UCIIOJIB30BAHUEM HCIIOJIb30BaHUEM COBPEMEHHBIX
oOMeHa JIEJIOBOM | UCTIOJIb30BaHUEM COBPEMEHHBIX COBPEMEHHBIX AIIEKTPOHHBIX bopm
uHpopmanuen COBPEMEHHBIX 3JEKTPOHHBIX (bopM | IIEKTPOHHBIX ¢dbopMm | oOmeHa hi (0 (0):10)
AJIEKTPOHHBIX dbopm | oOMeHa JIeJIOBOM | oOMeHa JieloBoi | mHpOpMaITuei
oOMeHa 7enoBol | HHGpOpMarue uHpopmanuei
nHpopmanuen
HaBbiku: He Bnaneet nimn JeMoHcTpUpYyeT JleMoHCTpHpYyET JleMoHCTpUpYyET Ha
- JIeNOBOTO OOIIEHUS; | IEMOHCTPUPYET HU3KUN | YaCTUYHBIC BIIaJICHUS 0a30BbIil YPOBEHD BBICOKOM YpPOBHE
MyOJTUIHBIX YPOBEHB BIAJACHUS 0e3 rpyOBIX OMHUOOK BJIJICHUST HABBIKAMH: BJIaJICHUE HABBIKAMH:
BBICTYIUICHHI; BEICHUS | HABBIKAMU: HaBbIKaAMHU: - JICNIOBOTO OOIIEHUS; | - JEIOBOTO OOIICHHS;
MEpETrOBOPOB; - JIeTIOBOTO  OOIIEHHUS; | - JIeJIOBOTO OOIICHUS; | MyOJIUYHBIX MyOJTUIHBIX
COCTaBJICHHS JICJIOBBIX | MyOJIMYHBIX yOJTMYHBIX BBICTYIUICHUI; BEICHUS | BBICTYIJICHUH; BEICHUS
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HHUMHU

Jlomyckaet rpyObie
OLITMOKH.

oOpareHuit rpaxxaaH u
TEXHOJOTHI pPaboTHl ¢
HUMHA

oOpallleHuil rpaxaaH u
TEXHOJIOTUIl PabOTHl C
HHUMHU

HCceM; HOJJICPKKH | BBICTYIUICHUH; BEACHUS | BBICTYIUICHHI; BEACHUS | IEPETOBOPOB; IIEPETOBOPOB;
AJIEKTPOHHBIX MIEPErOBOPOB; MIEPErOBOPOB; COCTaBJIGHUS JICJIOBBIX | COCTABJICHUS  JICIOBBIX
KOMMYHUKAIMN B | COCTAaBJCHHUS  JIEJIOBBIX | COCTABICHUS JICIOBBIX | ITHCEM; HOJICPXKKH | ITUCEM; HOJICPKKH
cdepe TTUCEM; HOJJICPIKKH | TTUCEM; HOJICPXKKH | AIIEKTPOHHBIX AIIEKTPOHHBIX
JETONPOU3BOICTBA AIIEKTPOHHBIX AIIEKTPOHHBIX KOMMYHUKAIHH B | KOMMYHHKanui B chepe
KOMMYHHUKaIMi B cdepe | KOMMyHUKAUH B | cepe JeJIONPON3BOCTBA
JEeT0NPOU3BOICTBA chepe JIeTIONPOU3BOICTBA
JlonmyckaeT rpyobie JIeTIOTIPOU3BOICTBA
OIIMOKHU.
3Hanus: He 3naer: JleMoHCTpHpYET JemoHcTpHpyeT JleMoHCTpHUpYeT
- OCHOBHBIX | - OCHOBHBIX | YaCTHYHbIC 3HAHHU 0€3 | JOCTaTOYHBIC 3HAHMS B | BHICOKUI yPOBEHb
MH(POPMAIIMOHHO- UH(POPMAIIMOHHO- rpyOBIX OMINOOK: 06a30BoM oOBeEME: 3HAHUM:
KOMMYHUKAIIHOHHBIX KOMMYHUKAIIHOHHBIX - OCHOBHBIX | - OCHOBHBIX | - OCHOBHBIX
TexHosoruii B cepe | TexHonmoruié B cdepe | ”HPOPMALMOHHO- MH(}OPMaLIOHHO- MH(POPMAIIMOHHO-
OpraHH3aLuu OpraHHU3aLUH KOMMYHHUKAIIHOHHBIX KOMMYHUKAIIHOHHBIX KOMMYHUKAIIHOHHBIX
JIeTIOTIPON3BOICTBA; JIeTIOTIPON3BOICTBA; TEXHOJIOTHH B cdepe | TexHomoruii B cdepe | TexHONOTUH B cdepe
ocoOeHHOCTEH oco0eHHOCTEH OpraHHU3aLH OpraHH3aLuH OpraHH3aluH
COCTaBIICHHSI U | COCTaBIICHHUSI U | IeIOTPOH3BOJICTBA; JIeITOTIPOU3BO/ICTBA; JeTOTIPON3BO/ICTBA;
odopmieHus o(opMIIeHHUs CIPAaBOYHO- | OCOOEHHOCTEH 0CcOOeHHOCTEM 0COOEHHOCTEMH
© CTIPaBOYHO- WH(POPMAIIMOHHBIX U | COCTaBIICHHUSI U | COCTaBIICHHS U | COCTaBIICHHS "
o MH(GOPMALIMOHHBIX U | CHPABOYHO- oopmienus odopmieHus oopmienus
g CTIpaBOYHO- AHATTUTHYECKUX CIPaBOYHO- CIPaBOYHO- CIIPaBOYHO-
aHATTUTHYECKUX JOKYMEHTOB Ha OCHOBE | MHQOPMAIIMOHHBIX M | MHQOPMAIIMOHHBIX U | HHPOPMALMOHHBIX U
JOKYMEHTOB Ha OCHOBE | WH(OPMAIIMOHHOMN U | CTIIpaBOYHO- CIPaBOYHO- CIIPaBOYHO-
uHbOpMAlMOHHON U | Gubarorpadpuueckoi aHATTUTHYECKUX aHATTMTUYECKUX aHATTMTUYECKUX
o6ubnmorpaduueckoit KYJbTYpHI; BHJIOB | IOKYMEHTOB Ha OCHOBE | JOKYMEHTOB HAa OCHOBE | IOKYMEHTOB Ha OCHOBE
KYJIBTYpPBI; BUJIOB | oOpaleHnii rpaxaaH U | ”HQOpMalMoHHOW ¥ | HHQOPMAaMOHHOW U | HH(POPMALIMOHHOM u
oOparieHuit TpaXJaaH W | TEXHOJIOTHH paboTel ¢ | Oubiamorpaduyeckomn oubmmorpaduaeckoit oubnorpaduaeckoit
TEXHOJIOTUH pPabOTHl C | HUMHU KYJIBTYpBI; BUJIOB | KYJIBTYpBI; BUJIOB | KYJBTYpBHI; BUJIOB

oOpamieHuil TpaxaaH u
TEXHOJOTUN pabdoThl C
HUMHAU
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Ymenus:

- pemaTh CTaHIAPTHHIE
3a/1a4uu
npodeccnoHaTbLHOM
JeSITeNIbHOCTH B
obnactu
JENIONPOU3BOJCTBA €
MIPUMECHCHHEM
MH(pOPMaITMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;
IOJIB30BATHCS
MH(pOPMAITMOHHO-
CIIPaBOYHBIMU
CUCTEMaMHU,
ANEKTPOHHBIMU
OMOJIMOTECYHBIMU
pecypcamu u
KOMITEIOTEPHBIMA
CIIPaBOYHBIMU
MTPABOBBIMU CHCTEMaMH

He ymeet nnmn
JIEMOHCTPHPYET
YaCTUYHBIC YMEHUS,
J0TIyCKasi rpyOble
OLIMOKU:

- pemath CTaHJApTHHIC
3aaun
npodeccroHabHOM
NesITeIbHOCTH B 00J1aCTH
JIeTTOTIPOU3BOICTBA C
MIPUMEHEHHEM
UH(POPMAIMOHHO-
KOMMYHUKAITHOHHBIX
TEXHOJIOTHIA;
MOJIb30BAThCS
UH(POPMAIIMOHHO-
CIPAaBOYHBIMU
CUCTEMAaMH,
ANEKTPOHHBIMU
OMOIMOTEYHBIMU
pecypcamu u
KOMITBIOTEPHBIMU
CIIPaBOYHBIMU
MIPaBOBBIMU CUCTEMaMHU

JeMoHcTpupyeT
YacTUYHbIC yMEHUs 0e3
rpyOBIX OIMHUOOK:

- pemaTh CTaHIAPTHHIE
3a/1a4u
npodeccroHabHOM
JEeSITeNIbHOCTH B
obnacTu
JIENIONPOU3BOJCTBA €
MIPUMCHCHHEM
HH(POPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;
TI0JIB30BAThCS
MH(POPMAITMOHHO-
CIIPaBOYHBIMU
CUCTEMaMHU,
ANEKTPOHHBIMHU
OMOIMOTEYHBIMU
pecypcamu u
KOMITBIOTEPHBIMHU
CIPaBOYHBIMU
MIPaBOBBIMU CUCTEMAMH

JlemoHCTpUpYyET
0a30BbIil ypOBEHb
YMEHHUI:

- pemaTh CTaHAAPTHBIC
3a/aun
npodeccCHoHATBLHOM
JESITEIIbHOCTH B
obnactu
JEIONPOU3BOJCTBA  C
MIPUMECHECHHUEM
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHH;
MIOJIb30BATHCS
nH(pOpMaMOHHO-
CIIPaBOYHBIMU
CHUCTEMaMH,
IEKTPOHHBIMU
OMOIMOTEYHBIMU
pecypcamu u
KOMITBIOTEPHBIMU
CIIPaBOYHBIMHU
MIPABOBBIMHU CHCTEMaMU

JleMoHcTpUpyeT
BBICOKUI YPOBEHb

YMEHUI:

- pemiath CTaHAApPTHBIC
3a/1a4uu
npodeccnoHaATBLHOM
NesITeNIbHOCTH B
obnacTu
JeNOMPON3BOCTBA c
MIPUMCHCHHEM
nH(pOpPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIi;
MOJIB30BATHCS
nH(pOpPMaITMOHHO-
CIPaBOYHBIMHU
CHUCTEMaMHU,
AMEKTPOHHBIMA
OMOIMOTEYHBIMU
pecypcamu "
KOMITEIOTEPHBIMU
CIPaBOYHBIMU
MIPABOBBIMHU CHCTEMaMU

HaBbiku: He Bnaneet wimn JeMoHcTpUpyeT JleMoHCTpHpYyET JleMoHCTpUpYyET Ha

- TIOMCKa W aHaJIM3a | IEMOHCTPUPYET HU3KUWA | YACTUYHBIC BIIAJICHUS 0a30BbIil YPOBEHD BBICOKOM YpOBHE
HOPMAaTHBHBIX U | YPOBEHbB BIIAJICHUS 0e3 rpyOBIX OMUOOK BJIaJICHUS] HABBIKAMH: BJIaJICHUE HABBIKAMU:
MPAaBOBBIX JOKYMEHTOB, | HABBIKAMH: HaBBIKAMM: - TIOMCKa M aHaJM3a | - I[IOMCKa U aHajuu3a
perIaMEeHTHPYIOIINX - TIOMCKa W AaHalu3a | - MOWCKAa M aHaju3a | HOPMAaTHUBHBIX Y | HOpPMaTUBHBIX "
JIEJIONIPOU3BOJICTBO € | HOPMATHUBHBIX Y | HOpMaTUBHBIX U | IPaBOBBIX JIOKYMEHTOB, | IPaBOBBIX JOKYMEHTOB,
HCMOJIb30BAHUEM MPaBOBBIX JIOKYMEHTOB, | MPABOBBIX JOKYMEHTOB, | PETJIAMEHTHUPYIOIINX periIaMeHTHPYIOIIHNX
nH(OPMAIIMOHHO- pErIaMEHTUPYIOIINX pEerIaMEeHTUPYIOIINX JIEJIONPOU3BOJICTBO  C | AEJIONPOU3BOJACTBO c
KOMMYHUKAIIMOHHBIX JIETIOTTPOU3BOJICTBO C | JEJONPOU3BOJACTBO  C | HCIOJIB30BAHUEM HCIIOJIb30BAaHUEM
TEXHOJIOTHM, BEJCHUS | UCIOJIb30BAHUEM HCIOJIb30BAHUEM nH(OPMAIIMOHHO- nH(OPMAIIOHHO-
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JIeTIOTIPOU3BOCTBA U
JOKYMEHTO00OpOoTa B
chepe
npodeccnoHaTbLHOMI
JESITeTbHOCTH C YUYETOM
OCHOBHBIX TpeOOBaHUI
HH(pOPMAITMOHHOM
6e3omacHOCTH; PabOTHI
C oOparnieHusIMHU
rpaxkaaH

HH(POPMaITMOHHO-

KOMMYHHKAITMOHHBIX
TEXHOJIOTUH,  BEICHUS
JIeTIOTIPOU3BOICTBA U
JTOKYMEHT0000poTa B
chepe
npodecCuoHaIbHON
NESITeIbHOCTH C y4eTOM
OCHOBHBIX  TpeOOBaHUIA
MH(POPMAIIMOHHOM

0€301acHOCTH; pabOTHI C
oOpallleHusIMU  IpaXKaaH
Jomyckaet rpyobie
OIIIHOKH.

WH(POPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUH, BEICHHS
JIeTIOTIPOU3BOJCTBA |
JTOKYMEHTO000pOoTa B
chepe
npodecCuoHaIbHON
JESITeTBbHOCTH C YYE€TOM
OCHOBHBIX TpeOOBaHUMN
MH(POPMAIIMOHHOM
0e30macHOCTH; paboThI
c oOpareHus MU
rpaxkJaH

KOMMYHHKAITMOHHBIX
TEXHOJIOTHH, BEACHHS
JEIONPOU3BOJCTBA U
JIOKyMEHTOO0OpOTa B
chepe
npodeccCHoHATBLHOM
JESITEIbBHOCTH C YU4ETOM
OCHOBHBIX TpeOOBaHMIA
HH(}pOpMaAITMOHHOM
0€30MacHOCTH; pPadOThI
C oOparnieHusIMHU
rpaxkJaa”

KOMMYHHUKAITHOHHBIX
TEXHOJIOTHH,  BEICHUSI
JETONPOU3BOACTBA |
JOKYMEHTOO0OpOoTa B
chepe
npodeccHoHaATBLHOM
JESTEIBHOCTH C YYE€TOM
OCHOBHBIX TpeOOBaHMI
HH(pOpPMAITMOHHOM
0e3omacHOCTH; paboTHI C
0OpaIIeHUsIMU TPAXKIAH
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7.3. TunoBble KOHTPOJIbHBIE 32JaHNS WIN HHbIEe MATEPHAJIbI, HEOOXOAUMbIE
JUISl OLleHKM 3HAHMI, yMeHMIi, HABBIKOB U (WJIM) ONbITA J1eSITeIbHOCTH,
XapaKTepU3yIHKX 3Tanbl (JOPMUPOBAHMS KOMIIETEHINH B NpoLecce

OCBOCHHs 00pa30BaTe/JbHOM NPOrPaMMbl

7.3.1 Tunosbie BONPOCHI K 3a49€Ty

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

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

H.o.3aB. kadenpoii rocy1apcTBEHHOTO

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

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

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

WN.o.3aB. kadenpoit rocy1apcTBEHHOTO

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

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

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

14 Cemenonoit H.H.
np. [IpocBenienus, a. 6, KB. 22,
r. Caparos, 305243
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2. B kakoMm ciiyuyae nNpaBuIibHO 0(popMJieH PeKBU3UT «OTMETKA 0 HAJINYNHU
NPUJI0KEHUS», €CJIN MPUJIAraeMblii JOKYMEHT B TEKCTe CJIy:KeOHOIro muchbma
He HAa3BaH?
2.1 [Tpunoxenue: [loctaHoBieHue Ha 2 J1.
2.2 [Tpunoxenue: Ha 3 1. B 2 3K3.
2.3 [Tpunoxenue: 1. CrpaBka 0 CONIACOBaHUM ITPOEKTA HA 2 JI.
2. OT3BIBBI 110 IPOEKTY Ha 3 J1. B 3 3K3.
3. PexBusut «cnonnurtenby» oGopmiseTcs caeayrouuM 00pa3om:
3.1  Ucn. Kanununa I'JI. 245-67-12
3.2 CrenanoB Ban ®enoposuy 145 23 80
3.3  Kimmmosna (89) 561-54-45
3.4 TI'.H. HoBuxoB
12317 39
4. B coctaB pexkBu3nTa «OT™METKa 0 3aBePEHUH KOMUN» BXOASAT:
4.1 CnoBo «BepHo», HAMMEHOBAHUE JTOHKHOCTH, JTUYHAS MTOANKCH, AaTa.
4.2  CnoBo «BepHo», HAMMEHOBAHHE JTOHKHOCTH, JTMYHAS TTOJINKCH,
pacupoBKa, MOIMUCH, JaTa.
4.3 CnoBo «BepHo», HauMeHOBaHME JOJIPKHOCTH, JaTa.
5. B kakoM ciay4yae npaBUiIbHO 0OPMIICH PEKBH3UT «3aroJ10BOK»?
5.1  Ilo nuyHOMY COCTaBy
5.2 O npubopax «DPotoH-320»
5.3 «OO0 yTOUHEHUU IITATOBY.
5.4 OO0 obecrieueHUN KOHTPOJISL.
6. B kakoMm ciiyyae npaBuibHO opopmiieH pekBU3UT «I'pud yrBepxaeHus»?

6.1 VYrtBepxneH
IIpuka3 nupexropa HIN
«llemeHT»

12.05.2003 Ne 43-n1

6.2 «<YTBEPXIEH O»
[Tporokosnom cobpanus
ot 24.10.2003 Ne. 58

6.3 VTBEPXIIAIO

[Ipopekrop no yuebHoil pabote

JInunasg nognuces H.W. [Ipoxopos

17.08.2003

7. Pe3onronmio Ha cJIy:KeOHOM MUCbMe CJIeAyeT MUCATh:

7.1 B 3aroioBOYHO YacTH TOKyMEHTa Ha CBOOOJHOM OT TEKCTa MECTE.
7.2 Tloxm TekcToMm.

7.3 Ha mo60M cBOGOTHOM OT APYTUX PEKBU3UTOB MECTE.

8. OTTHCK MeYaTn NpocTaBIsAeTCH:

8.1 Ha nro6om cBoGogHOM MecTe Hike pekBusnTa «Iloamuce.
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8.2 Ha cB0OOAHOM MecTe JieBee MOAINUCH, C YACTHYHBIM NEPEKPBITUEM JTUYHOM
MTOATINCH.

8.3 Ha cBoOogHOM MecTe, ¢ YaCTUYHBIM MEPEKPHITHEM JIMYHON TTOAMKICH U
HaMMEHOBAHUS JTOKHOCTH.

9.JlokyMeHT, He U3IAI0IIUIiCsl HA OCHOBE € IMHOHAYAIUA:

9.1 Yka3sl

9.2 VYkazanus

9.3 IIpukassl

9.4 Pemienue (s1).

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

10.1 IuceMma.

10.2 loknaansie, ciy>keOHbIE U OOBSICHUTEIbHBIC 3AMUCKH.

10.3 Copasku.

10.4 AKTBI.

10.5 dorosop.

IIpyMep NpaKTHKO-OPHUEHTHPOBAHHOIO 32/ IaHHU.

Ilpakmuko-opuenmuposannoe 3adanue Ne 1:

[Ipencenarens denepalibHOTO TOCYIAPCTBEHHOTO OIOJIKETHOTO YUPEKICHUS
Haykn DenepanbHbIil HCCleN0BaTENbCKUM LHEeHTp "KapenbCKkuil HayyHBIH LEHTP
Poccuiickoit akanemuu Hayk" (cokpami. - KapHI[ PAH) O.H. baxmer 15 wmas
TEKYLIEro roja u3jai U noAnucan pacnopsbkeHne 00 y4acTud B OOIIETOPOACKOM
cyo0oTHuke. OO1eropojackoil cyO00OTHUK 1O YOOpKe ropojia Moj JACBU30M
«JIrobumMoMy TOpOay — JOCTOMHYHO YHUCTOTY» MPOBOAWICS AJIMUHUCTpalUEH
r.Ilerpo3aBoacka 18 mas Tekymiero roaa.

CocraBbre PacnopspkeHre, B KOTOPOM MPEANUCHIBAETCS MOJApa3aeiIeHUsIM
KapHIl PAH npunsate yuactue B 001I€TOPOJACKOM CYOOOTHHUKE HA MPHIIETAIOIINX
Kk lleHTpy TeppuTOpUsIX M B NPOU3BOACTBEHHBIX MOMELICHUSIX. OpraHu3anus
paboThI 10 YOOpKE TEPPUTOPHH BO3JIaraeTcs Ha HadaJbHUKA aJMUHUCTPATHBHO-
XO3SIMCTBEHHOTO ortaena  B.Il.Mapkosy. HavanpHuky ~ aBTOXO03s51MCTBA
O.B.Py6aHoBy mpeanuchiBaeTCsi BBIACIUTH aBTOTPAHCIOPT JJisi BBIBO3a MycCOpa.
Hcnonuurens pacnopsixenust OkarbeBa C.b.

7.4. MeToanueckue MaTepuaJibl, onpeaesiiomue Npoueaypbl OleHNBAHUS
3HAHUH, YMEHHU, HABBIKOB MJIM ONBITA AEATEeJbHOCTH, XaPAKTEPU3Y0IlIHe
3Tanbl (OPMUPOBAHUA KOMIIETEHIIM A

B TUDODIIT ans oueHKHM 3HAHUN, YMEHUMN, HABBIKOB WU (WJIM) OIBITa
NEATETLHOCTH HCIIONB3yeTCcsl OammbHO-peiTuHTOBas cuctema. [log OamibHO-
PEUTUHTOBOM CUCTEMOM MOHUMAETCA CUCTEMA KOJMYECTBEHHOM OLICHKW KadyecTBa
ocsoeausi OIl BO. Ilpu sToM wu3ydaemas JUCHUIUIMHA JEJIUTCA Ha P
CaMOCTOSITEJIbHBIX, JIOTUYECKH  3aBEpPIICHHBIX  pa3iesioB  (Moaynei)  ms
MPOBEICHUS IO HUM KOHTPOJIbHBIX MEPOIIPUATHH.

Tekyuii KOHTPOJIb MPEACTABISET CO00M MPOBEPKY YCBOSHHS y4eOHOTO
Marepuaga TEOPETHMYECKOr0 W MPAKTUYECKOrO  XapakTepa, PEryJsapHO
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OCYLIECTBJISIEMYI0 HAa NPOTSKEHHUU cemecTpa. K JTOCTOMHCTBAM [aHHOIO THUMA
OTHOCUTCSL €ro CHUCTEMAaTUYHOCTb, HEMOCPEJICTBEHHO KOPpEIUupyromascs ¢
TpeOOBaHHEM MOCTOSIHHOTO U HEMPEPHIBHOIO MOHUTOPUHTA KauecTBa OOy4eHHUs, a
TaK¥Ke BO3MOKHOCTb OAJITbHO-PEUTUHTOBOM OLICHKHM  YCIIEBAEMOCTHU
oOyuaronuxcs. K ocHOBHbIM (hopmMaM TeKyIero KOHTpOJIs (TEKyIIeil aTTecTalun)
MO>KHO OTHECTH YCTHBIH OIpPOC, MMCbMEHHbIE 3a/IaHHsI, KOHTPOJIbHBIE PAOOTHI.

[IpomexxyTouHast arrectanusi, Kak MPaBHIIO, OCYIIECTBISETCS B KOHIIE
CEMECTpa U MOXET 3aBeplIaTh M3YYEHUE KaK OTIAEIbHOW JAMCLMIUIMHBI, TaK U €€
pasnena (pa3aenoB) /Moxyis (Moxyneit). [IpomexyToduHas arrectanus MOMOTaeT
OLICHUTh 00JIe€ KPYIIHbIE COBOKYITHOCTH 3HAHWW M YMEHHI, B HEKOTOPBIX CIIydasx
— npaxe (QOPMHUPOBAHUE OIPEACTICHHBIX MPO(PECCHOHANBHBIX KOMIETCHIIUH.
JlocTOMHCTBAa: MOMOTaeT OLEHUTh 0oJiee KpPYHHbIE COBOKYNHOCTH 3HAaHHA U
YMEHUH, B HEKOTOPBIX CiIy4yasx — Jaxe (HOpMUPOBAHHE ONpPENEIECHHBIX
npo(ecCHOHANBHBIX KoMIeTeHUud. dopma MNPOMEKYTOUHOM aTrTecTaluu 10
muctutuinHe  "OcHoswbl  denonpou3goocmea': 3adeT. Tekylmuid KOHTPOJIb U
IIPOMEKYTOUHAsl aTTecTalus TPaJAULMOHHO CIYXaT OCHOBHBIM CPEACTBOM
o0ecrniedyeHus: B yueOHOM Ipolecce «0OpaTHOM CBSI3W» MEXKIY IpernojaBaTesieM U
oOyJaromumcsi, HeoOXOJUMOW IJIsi CTUMYJIUPOBaHUS pabOThl OOyyaromuxcs U
COBEPIICHCTBOBAHUS METOUKHY MPETOAABaHUsI YU€OHBIX AUCLUILINH.

Ilo pe3ynapTaTaM HpPOMEXYTOYHOM aTTECTAllMU CTYIEHTY 3aCUHMTHIBACTCS
TPYJOEMKOCTh  JAWCHUIUIMHBI B 3a4€THBIX  €AMHMIAX,  BBICTaBJISETCS
mupdepeHIpoBaHHas  OLICHKA B NPHUHSITOM  By3€  CHUCTeME  0ailios,
XapaKTepHu3yrollas KauecTBO OCBOEHUS CTYy/IEHTOM 3HAHUM, YMEHUI U HABBIKOB 10
3TOM JUCIUILIVHE.

YPOBHU OCBOEHUA JNCHUIIJINHBI

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

Onenka «3auteHo» (Oosee 55 OaioB) CTaBUTCA, €CIU OOydYarouuics
OCBOWJI TIPOTPAMMHBIM MaTepuaja BCEX pa3/esioB, 3HAET OTHACIbHBIC JETalH,
MOCNIEZIOBaTelIeH B M3JIOKEHWHM  TPOTPaMMHOTO  MaTepuaia,  BiajeeT
HEOOXOJIMMBIMA yMEHUSMH W HaBBIKAMH TIPH  BBIMOJHEHUU TPAKTHICCKUX
3aJIaHUM.

OrneHKa «He 3a4TeHO» (MeHee 55 0aioB) CTaBUTCS, €CJIM OOyYarolUics
HE 3HACT OTACTBHBIX pa3leloB MPOrpaMMHOTO MaTepHalia, HEMOCIeq0BaTeNIeH B
€ro H3JI0KEHWU, HE B TIOJHOM Mepe BiIaleeT HEOOXOIWMBIMU YMEHHUSIMU H
HABBIKAMH TPY BHITIOJTHEHNUU TTPAKTUYECKUX 3aJIaHUH.

8. IlepevyeHb OCHOBHOM M JONIOJIHUTEJIBHOM Y4eOHOI JIUTEpaTypHI,
HE00X0AMMOi1 17151 OCBOCHUS TUCUHUILIMHBI (MOYJIA)

a) HOpMaTHBHbIE IPABOBbIE AKTHI:
5. Koncturynus Poccuiickoit denepanu ot 12.12.1993r. (nmpunsita
BCEHApOJHbIM rojocoBanueMm 12.12.1993) (¢ yu€roM mMONpaBOK, BHECEHHBIX
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3akoHamu P® o nmompaBkax k Konctutyumu P® ot 30.12.2008 N 6-®K3, or
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-OK3).//
CoOpanue 3akoHogatenbcTBa PO. - 04.08.2014. - ¢31. - c1. 4398.

6. Tpynosoii konekc Poccuiickoir denepanuu ot 30.12.2001 N 197-03
(B pen. ot 31.12.2017). // «CoOpanue 3akononatenscta POy». - 07.01.2002. - N 1
(dacthb 1). - cT. 3.

7. "O6 wunbopmanuy, WHOOPMAIMOHHBIX TEXHOJIOTHSX W O 3allUTe
unpopmanuu". @DenepanbHbiii 3axkon ot 27.07.2006 N 149-®3 (pea. or
25.11.2017) (¢ w3m. m pmom., Bctym. B cmiry ¢ 01.01.2018)// "CobGpanwue
3akoHojatenbcTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

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

0. «O0 ytBepxkaeHun IlpaBun nenonpousBojcTBa B (eaepalibHbIX
opraHax HCHOJHUTENbHOU Biactw». l[locranoBnenue IIpaBurensctBa PO ot
15.06.2009 N 477 (pen. ot 26.04.2016). // «Cobpanue 3akoHOAaTEIHCTBA PDy. -
22.06.2009. - N 25. - ct. 3060.

0) OCHOBHasI JIMTEpPaTypa:

10.  AcamueB A. M. OcCHOBBI JIeTIONPOU3BOJICTBA: yueO. mocodue / A.M.
Acamues, 1.11. MuponoBa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-¢ u3f., UCHp. U
agon. — M.: MHOPA-M, 2017. — 146 c. — (Beicmee oOpa3oBaHue:
bakanaBpuar). [OneKTpOHHBIN pecypcl. URL:
http://znanium.com/bookread?2.php?book=782839.

11. beikoBa T. A. JlokymMeHTauMOHHOE OOECHEYEHHE YINpPaBICHUS
(menompou3BojicTBO): yued. mocodue / T.A. beikoBa, T.B. Ky3nenona, JI.B.
Cankuna. — 2-e usa., nepepad. u gon. — M.: UHOPA-M, 2017. — 304 c. + Jom.
MaTepHuabl [ JIeKTpOoHHBIN pecypc; Pexum gocryna http://www.znanium.com]. —
(Beiciiee  oOpazoBanue: bakamaBpuar). [Dnexktponnbiii  pecypc]. URL:
http://znanium.com/bookread2.php?book=762591.

12. TIlamacenko 0. A. Jlenonpou3BOJACTBO: JTOKYMEHTAIlMOHHOE
obecricueHue ymnpapjiaeHus: YaebHoe nocooue / [Tanacenko FO.A., — 3-e m3g. —
M.: PUOP, UH®PA-M, 2016. — 112 c¢. — (BO: bakanaBpuar). [D1eKTpOHHbIN
pecypc]. URL: http://znanium.com/bookread?2.php?book=542773.

B) JIONOJIHUTE/IbHASA JIUTEpaTypa:

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

14. bacakoB M.U. JlokyMeHTallmoHHOE oOecrnedeHue yrpaBieHus (c
ocHoBamM apxuBoBeneHus). — M.: KunoPyc, 2016. — 216 c. [DneKTpoHHBI
pecypc]. URL: https://www.book.ru/book/918426.

15. JloxymeHTanimoHHOE OOEeCIeYeHUEe YIPABICHUYECKUX TPOIECCOB:
moHorpadwus / JI.B. [llupokosa, N.A. ActadbbeBa. — M.: Pycaiinc, 2016. — 110 c.
[DnexTponHbIil pecypc]. URL: https://www.book.ru/book/921995.

16. KupcanoBa M. B. Kypc nenompousBoacTBa: JOKyMEHTALMOHHOE
obecrieu. ympasi.: Yue0. noc. / M.B.Kupcanosa, FO.M.AkceHoB — 6 u31., UCTIp. U
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non. — M.: HULl UH®PA-M, 2014. — 256¢. + ( Jom. maT. znanium.com). —
(BO: bakanaBpuar). [ DNEKTPOHHBII pecypcl. URL:
http://znanium.com/bookread?2.php?book=460967.

17. Pazpmopoxubidi A. A. JIOKyMEHTUpPOBaHHME  YyIPaBICHUYECKOU
neaTelbHOCTH: YueOHoe nmocooue/Pazmopoxkubiit A. A. — M.: HUIl UHOPA-M,
2016. — 304 c. — (Boicmiee oOpazoBanue: bakanaBpuar). [DIEKTPOHHBIH
pecypc]. URL: http://znanium.com/bookread2.php?book=542806.

18. Coxkonosa O.H., Akumoukuna T.A. JlIokyMeHTaI[MOHHOE OOecTieueHne
VIOpPABJICHHUS B OpraHu3aluu: y4yeOHoe nocobue s OakanaBpoB — M.:
M3natensctBo  KuoPyc, 2016. — 156c. [Dnekrponssiii pecypc]. URL:
https://www.book.ru/book/918509.

19. UYepnoBa C.I. JlokyMeHTalMOHHOE OOecleueHne yIpaBICHUS
[DnexTpoHHBIN pecypc] : yued. nmocooue / HoBocud. roc. arpap. yH-T, DKOH. (ak.
— HoBocubupck: 3omoroit konoc, 2014 - 106 c. [Dnekrponnsiii pecype]. URL:
http://znanium.com/catalog.php?bookinfo=516760.

9. [lepeyenb pecypcoB HH()OPMALMOHHO-TEJIEKOMMYHUKANIMOHHOM ceTH
«/HTEpHET», HEOOXOAUMBIX [IJISI 0CBOCHHS TUCHUILINHBI (MOIYJIs)

InexmpoHHbvle npohunvHble 6A3bl OAHHLIX/ Caltimbl.

1. BcepoccuiiCknil HAy4YHO-HUCCIEA0BATEIbCKUI HHCTUTYT JOKYMEHTOBEICHUS
u apxuBHoro gema (BHUMIAAM). [Dnextponssii  pecypc]. URL:
http://www.vniidad.ru

2. I'unbaust ynpaBisONMX JOKyMeHTaluen. [OnektpoHHblii pecypc]. URL:
http://www.gdm.ru.

3. XKypnan pAenonpousBOACTBO U JOKYMEHTOOOOPOT Ha MNPEANPUSITHH.
[OnexTponHsIil pecypc]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

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

5. ®epepanbHasi apxuBHas ciyx0a Poccun (PocapxuB). [DIeKTpOHHBIM
pecypc]. URL: http://www.rusarchives.ru.

6. NndopmanrioHHsbIit nopTai. [DneKTpOHHBII pecypc]. URL:
http://www.document.ru.

10. MeToauyeckue ykazaHus JJisi 00y4alonUXCs M0 0CBOECHHUIO TN CIUNIMHBI
(Mmonxyst)

CaMocTosTenbHast MOJATOTOBKA 00YYaIOINXCsl MPOBOJIUTCS ISl YTIyOIeHUs
U 3aKpETUICHMs] 3HAHWM, TMOJYyYEHHBIX Ha JIGKIUSAX U JAPYTUX BUAAX 3aHATHU, JUIS
BbIPa0OTKH HAaBBIKOB CAMOCTOSITEIbHOTO MPUMEHEHHUS HOBBIX, JOMOJHUTEIBHBIX
3HAaHUU U MOATOTOBKH K MPEACTOAUINM YUeOHBIM 3aHITHSIM, 3aUETYy.

BaxxHbIM  ycIIOBUEM  YCHEIIHOIO W3Y4YEHUs AUCIHUIUIMHBI  SIBIIAETCS
nocemienue jekuui. [log mocenieHuemM noapazymeBaercs He (popma MacCUBHOTO
NPUCYTCTBHUS, @ aKTUBHAs paboTa Mo U3y4eHUI0 HOBOro Marepuaia. [lonrotoBka k
JIEKIIMOHHBIM 3aHATHUSM BKJIOUaeT B ce0s aHalu3 MpeJularaeMbIX IS U3YYeHUS
BOIIPOCOB, M3yYE€HHE HOPMATHUBHBIX MCTOYHMKOB M Yy4eOHONM U Hay4yHOMU
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JUTEPATYpPbl IO paccMaTpUBaeMbIM BOIpOcaM JEKIUU. B mpouecce nexkuuu
oOydJaromuiicss MOXKET 3a7aBaTh YTOYHSIOIIME  BOIPOCHI, OCYIIECTBUTH
B3aMMOCBSI3b HOBOI'O MaTepuajla C YK€ HM3y4YeHHBIM, IOJATOTOBUTH 0a3zy i
() PEKTUBHOTO HCIIOIL30BaHUS TOJIYUYCHHBIX 3HAHUH, OOJErduTh IMOJATOTOBKY K
MPaKTHUYECKOMY 3aHATHIO. D(PGEeKTUBHBIM CIOCOO0M (DUKCAMKM JICKITMOHHOTO
Marepualia SIBISETCS KOHCIIEKTUPOBAHUE, MPEACTaBisAtolmiee coOOl HE TOJIBKO
dbuUKcaluio Ba)XKHEHIIIUX MOMEHTOB JICKIIMM, HO M YyKa3aHWE IPUMEPOB IS
MMOHUMAaHHS TOTO WJIM HHOTO TEOPETUYECKOTO MaTepuara.

[Ipu moAroTOBKE K MPAKTHYECKOMY 3aHSATHIO HEOOXOIMMO HCIIOIH30BAThH
KOHCIEKTUPOBAHHBIE MaTE€pUalibl JICKIUH, Y4EOHYI0O M HAy4YHYIO JUTEpaTypy.
[ToaroToBKa OTBETOB MO BBIHOCHMBIM Ha OOCYKICHHE BOTPOCAM MPAKTHIECCKOTO
3aHSTUS BKJIIOYAET B ce0d HE TOJIBKO MPOUYTEHHE MaTepualia, HO U €ro aHajau3 U
KPUTHYECKYIO OlLIeHKYy. OOydaromeMmycsi CileAyeT BBIIBUTh MajOU3y4YEHHbIE
aCIIeKThl PaCCMaTPHUBAEMBIX BOMPOCOB, MPOSIBUTh UMHUIIMATUBY MPU MOATOTOBKE K
MIPAKTUYECKOMY 3aHATHIO.

IIpy mOATOTOBKE K MPAKTUYECKUM 3aHSITHUAMH MU 3a4€Ty PEKOMEHIYETCs
CHUCTEMAaTU3UPOBATh 3HAHMS, M300pakas WX B TaOJIMYHOM, TpadUUECKOM WIH
CXEMAaTUYHOM BHJE. DTO MO3BOJUT YCTAHOBUTH B3aUMOCBSI3b N3Yy4aE€MbIX SIBJICHUH,
YOPOCTUT 3ajauy 3allOMUHAHHUS MaTepuajia, OOJIETYUT IPOIECC MPAKTUUYECKOTO
MIPYMEHEHMS TTOJTYYCHHBIX 3HAHUM.

3amayell  OPaKTUYECKUX  3aHATHA  SBISIETCS  BbIpaOOTKAa  yMEHMS
HCMOJIb30BaTh TEOPETHUYECKUE 3HAHMS, MPOSBUTH HAIUYUE MPAKTHUYECKHUX
HaBbIKOB. IIpy  MOArOTOBKE K  MNPAKTUYECKOMY  3aHATHIO  CIIEYeT
3a0JIarOBPEMEHHOT0 O0ECTEUUTh HAJIMYME€ HEOOXOAMMO JJis JAHHOTO 3aHATHS
MaTepuasna, CaMOCTOSTEIbHO MOBTOPUTh PAHEE U3YUEHHBIE TEMBI.

JIns  yCHemHOTO OCBOEHHUS JAUCHUIUIMHBI BAXKHBIM  SIBJISIETCSI  YMEHHE
paboTaTh C TepMHHAMU W HX ompeaeiacHusMH. (s paboThl ¢ TepMHHOJIOTHEH
(G (HEKTUBHBIM SBIISETCS UCIOJIb30BaHUE KaK Y4eOHOW M HAYYHOM JIUTEpaTypHI,
TaK U CJIOBApEM.

PabGoTa ¢ TepMuHAMH MOKET OCYIIECTBISATHCA Kak B ()OpME COCTaBICHUS
COOCTBEHHBIX TEMAaTUYECKHUX CIIOBAPUKOB Jisi yA00CTBA M CKOPOCTH IIOMCKA
HeoOxoaumoro TepMuHa. C  3TOHM IEIBI0O  HEOOXOJMMO KaXKIbId  HOBBIN
BCTPEYAIOIIUICS TEPMUH 3allUChIBaTh U BO BPEMs MOJATOTOBKH K CEMHUHAPCKUM U
MPAKTUYECKUM 3aHSITUSIM YKa3blBaTh COOTBETCTBYIOIEE ompexaesneHue. B ciyyae
BO3HUKHOBEHHUS CJIO)KHOCTH BBIOOpa OIpeJeeHus W3 HUMelolerocss oodbema B
paMKax Hay4YHOTO 3HaHHMS HEO0OXOIMMO 3aJlaBaTh BOIPOCHI MPENOJAaBaTEI0 B
paMKax JICKIIMOHHBIX U MPAKTUUECKUX 3aHSITHUH.

HNutepakTrBHBIE (QOpMBI MPOBEACHUS 3aHATHH MO IUCHUIUIMHE «OCHOGbL
0e10npouU3800Ccmaeay BKIIOUAIOT B ¢€0sI CJICTYIONINE BUIbI 3aHATHIA:

- epynnosvie OUCKyccuu, TPUMEHSIOTCS JUisi oOecreueHrss HaBBIKOB
KOMaHJTHOM pabOThl U MEXJITMYHOCTHONM KOMMYHHMKAIIUHU U TIPEICTABISIOT COOOM
OIICHOYHOE CPEACTBO, IIO3BOJIAIONIEE BKIIOYUTh OOYYAIOIIMXCS B MPOIIECC
OOCYXXJIeHHUsSI TIPEACTABICHHOM TEMBbI, MPOOJEMbI W OIICHUTh WX YMCHHE
apryMEHTUPOBAaTh COOCTBEHHYIO TOUKY 3peHHs. Kpome Toro, B Xoie 3aHITHIMA
MIPOBOJATCS KPYTJIbIE CTOJIbI IO 33IaHHBIM TEMATHUKaM.
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- aHanu3 cumyayuil (Keuc-memood) — TeXHUKAa OOyUEHHUS, UCIOIb3YIOIIas
ONMKMCAaHWE peaJbHBIX cuTyanuil. OOydyaronuecss JOJKHBI MPOAHAIU3UPOBATH
CUTYallMIO, pa3o0paThCcsi B CyTH MPOOJIeM, MPEAJIOKUTh BO3MOXKHbBIE PEIICHUS U
BBIOpaTh Jiydlllee W3 HHUX. B OCHOBE MeTO/Ja KOHKPETHBIX CHUTYalUWd JIEHKUT
ONMKMCAaHNE KOHKPETHOW MNpodecCHuOHaTbHON ACSTENBHOCTH WU SMOIMOHAIIBHO-
MTOBEJICHYECKUX AaCIEKTOB B3aUMOACUCTBUS Htojeh. [Ipu M3yuyeHHH KOHKPETHOM
CUTyallud, M aHAJIN3€ KOHKPETHOrO MpPHUMEpPA CTYAEHT JHOJDKEH BXKUTHCS B
KOHKPETHbIE  OOCTOSITENbCTBA, IMOHATh CHUTYallHIO, OLEHUTh OOCTaHOBKY,
OINPEJENNTh, ECTh JIU B HEH MpoOsieMa U B 4eM ee cyTb. OnpeaenuTsb CBOK POJb B
peleHny IpooOIeMbl U BEIPa0OTATh 11€J1IeCO00Pa3HYI0 JTHHHUIO TTOBEICHUSI.

[Ipy 1OArOTOBKE K NPOMEKYTOYHOMY WM HMTOIOBOMY TECTUPOBAHHIO
HEOOXOJMMO H3yYUTh TEOPETUYECKUI W TMpaKTUYeCKUil MaTepuai. TecToBble
3a/laHud (C TIEpeYHEM BO3MOXKHBIX BAPUAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBl
OJIMH OTBET SIBJISIETCSI HEBEPHBIM) OOECMEYMBAIOT CTPYKTYPHOCTb MBIILJICHUS,
BBIHY’KJIGHHOTO BBIOpAaTh U3 MPEUIOKEHHBIX BapHUAHTOB OTBET BCE IMPaBUIILHBIC
BapuaHThl. DP(HEKTUBHBIM CIIOCOOOM JUIsl IOJATOTOBKH K TECTUPOBAHUIO SBIISICTCS
paboTta 00ydaromerocst MO PELIEHUIO0 TECTOBBIX 3aJaHUMN, NMPEAOCTABICHHBIX AJIS
CaMOCTOSITENIbHOM paboThl. Takke NHpu MOATOTOBKE K TakoM (opMe KOHTPOJI
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSATENIBbHO MOIbBITATHCS
npopadoTaTh paccMaTpuBaeMble B JUCIHUILUIMHE BOMPOCH! B ()OpME COCTaBIICHUS
TECTOBBIX 3aJIAaHUM.

[Ipy moaroToBke K 3adery CIEIyeT HMETh B BHAY, YTO OH SBISETCS
UTOTOBOM (POPMOIT KOHTPOJIA MO U3YyYEHHUIO JAHHOW y4eOHOM NUCUUIUIMHBI. 3a4eT
MOJAPA3yMEBAET  MAKCUMaJbHYIHO  KOHLEHTpPAalUHUK 3HAHUW HU  YMCHUH,
MIPEANOJIATAIOIINX ITOJTHOE U3YYEHHUE MaTeEpUana TUCIUIUINHBL.

3adyeT mpOBOAUTCA B (oOpMe YCTHOro coOecelOBaHUS U BBIMOJHEHUS
NUCHBMEHHOIO 33aJJaHusl, TUOO TecTa.

Pemenne mpemnomaBatenss o0 WUTOTOBOWM OLIGHKE MPUHUMAETCS  T10
pe3yiapTaTaM yYCTHOTO OTBE€Ta M BBINOJIHEHHOTO MHCbMEHHOTO (TECTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT ILIKaJIbl OLIEHKH.

PaboTa ¢ meyaTHBIMU U3IAaHUAMH JJIs1 00YUAIOIIETOCs] MOXKET OBITh CBsI3aHA
C TPYIHOCTSMH B 00JacTH JOCTyla K COBPEMEHHOW HAay4dHOM TMe4YaTHOU
auTeparype. B cBf3M C pa3BUTHEM HAy4YHO-TEXHHYECKOIO Mporpecca B TaKOU
CUTyalMy HAJJIEKUT BOCIOJb30BATHCSI MaTEpUaIaMU, HAXOAAIIMMHUCS B OTKPBITOM
noctyne cetu Internet. Takke HEOOXOAUMO YYUTBHIBATh, YTO MO COCTOSIHUIO Ha
CETOJIHSIIHUI J€Hb MHOTHE CIIPAaBOYHBIE IPABOBBIE CUCTEMBI COJIEPIKAT HE TOJIBKO
TEKCT HOPMATHUBHBIX aKTOB, HO M Hay4HbI€ CTaTbU MO PA3JIMYHBIM BOIPOCAM
(manpumep, CIIC «Koncynbrant [Lntocy). OqHOBpeMEHHO clielyeT 00paTUTh CBOE
BHUMaHHE Ha MyOJIMYHbIe OMOINOTEKH, MPEIOCTABIISIIOIINE BO3MOXKHOCTD JIOCTyIa
K JICKTPOHHBIM BEPCHSIM M€YATHBIX UCTOYHUKOB.

B cuiy kpaTKOBpEeMEHHOCTH W3Y4YEHUS W 3HAUYUTEIHLHOTO 00beMa JTaHHOU
yueOHOW AMCUMIUIMHBI Kadeapa HACTOATEIbHO PEKOMEHIYeT CHUCTEMAaTUYEeCKH, a
HE 3MU30JU4ECKH paboTaTh HaJl U3yUYEHUEM Kypca.
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11. Ilepeyens nHGOPMALMOHHBIX TEXHOJIOTHH, HCIIOJIb3yeMbIX IIPH
OCYIIECTBJIEHMH 00Pa30BaATEJIbHOI0 MPOLECCA MO TUCHUILINHE (MOLYJII0),
BKJIIOYasi llepeYyeHb MPOrpaMMHOIo odecreyeHuss 1 HHPOPMANMOHHBIX

CIIpAaBOYHBIX CHCTEM

[IporpammHuoe obecrieyeHue:

Onepannonnas cucreMa (MicrosoftWindows Ilponpuemapnas);
[TakeT opucubx porpamm (Microsoft Office Iponpuemapnas),

[IporpammHOe oOecrieueHre Il MPOCMOTPa AJIEKTPOHHBIX JTOKYMEHTOB B

crangapte PDF (Foxit Reader GNU Lesser General Public License);

[IporpamMmMHBIE CpencTBa, OOECTIEUMBAIONINE IPOCMOTP BHUACO(AIIOB B
dopmarax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU Lesser

General Public License);

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

Antusupyc (Kacniepckuii Open Space Security Ilponpuemapnas).

I/IH(l)OpMa]_II/IOHHBIe CIIPAaBOYHBIC CUCTCMBI:

1) ABTOMaTu3upoBaHHas HHGOpMalMOHHas 6ubimnoTeyHas cuctema Marc21SQL;

2) CnpaBouHo-nipaBoBas cucteMa «KoncynprantlLimrocy

12. MaTtepuanbHoO-TeXHHYecKasi 0a3a, HeoOXoAMMast I OCYLIEeCTBJICHHUS
00pa3oBaTeJILHOIO MIPoOLEcca M0 AUCHUILIUHE (MOAYJII0)

Ne

w/n HanmenoBanue KonnyectBo
1. | Coneunanu3upoBaHHbBIE AYJUTOPHU:

MexxkadenpanpHasi J1abopaTopusi COLUATBEHO-IKOHOMHYECKUX
uccieoBaHuil /YueOHast ayIuTopus AJisl POBEICHUS 3aHITUI
JIEKIIMOHHOTO THUIMA, 3aHATUN CEMUHAPCKOI0 THUIIA, KypCOBOIO
MPOCKTUPOBAHUSI (BBIMOTHEHUSI KYPCOBBIX padoT), TPYHIOBBIX 1
U WHIUBUYAIbHBIX KOHCYJIBTAIMM, TEKYIIET0 KOHTPOJIS H
MPOMEKYTOUYHOM arrectalud / KOMIIBIOTEpHBIM Kiacc /
MOMEIIEHUE JJIi CaMOCTOSITeIbHOM paboThl:  Ned6  (yi.
Pomunckast, 5)

2. | Texnuueckue cpeacTBa O0yUeHHS:

KOMITBIOTEP € MPOrpaMMHBIM obecrieueHueM Ne 46. 31
3. | CnenmanusupoBaHHBIE ayIUTOPHUN:

VYyebHble ayTUTOpUM JUIsl POBEACHUS 3aHATUN JIEKIIMOHHOTO

TUTIA, 3aHATHN CEMUHAPCKOTO  THIA,  TPYINOBBIX U )
VWHIVBUIYAIBHBIX KOHCYJNBTAIUMHA, TEKYIIEro KOHTPOJIS W
npomexyTouHoi arrectanuu: Ne 06, 08 (yn. Pommnckas, 5)

4. | Texnmueckue cpeacTBa 0OyUeHHS:

sKpaH HacTeHHBII Ne 08 1
MYJIbTUMEIUUHBIA TpoeKTop Ne 08 1
KOMITBIOTED € MporpaMmMHbIM obecriedeHrnem Ne 08 1
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