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1. llosgicHUTEbLHAA 3aIIUCKA

Kypc «Ocnogvi  Oenonpouzeoocmea» 3aHMMaeT BaXXHOE MECTO IIpH
noAroToBke OakanaBpoB 1o HampaiaeHutro 38.03.04 — TocymapcTBeHHOE U
MYHUIUTNIATBHOE YIIPABJICHHE.

AKTYaJbHOCTh HW3YYEHHUS JUCHUILTUHBI «OCHO8bI 0el0npou3so0Ccmea
OTIPEJIEISIETCSl 3HAYMMOCTBIO POJIM JIOKYMEHTOB B MHUPOBOM HH(POpPMAIMOHHOM
IPOCTPaHCTBE. B COBpPEMEHHBIX YCIOBHUSX [UIsl TMOBBIMICHUS 3(PGEKTUBHOCTH
yIpaBiIeHUST HEOOXOUMO YJENATh TOCTATOYHOE BHUMAaHUE COBEPIICHCTBOBAHUIO
paboThl C JMOKYMEHTaMH, TaK KaK BCAKOE YIPABICHYECKOE pELICHHE BCerna
0asupyeTcst Ha HHPOpPMAIINH, Ha CITy>KeOHOM JoKkyMeHTe. Opranuzanus paboThl ¢
JOKYMEHTaMU BJIMSIET Ha Ka4yeCTBO pabOThI anmapara yrnpaBieHHs, OpraHU3aIUIo U
KyJIbTYpy TpyAa YIpaBIE€HYECKHX paObOTHUKOB. OT TOro, HACKOJbKO
npo(eCCHOHANBHO BEJETCS JOKYMEHTAallMs, 3aBUCUT YCIEX YIPaBICHUYECKON
NESITEIBHOCTH B LIEJIOM.

Llens  ocBoeHust  AUCHUIUIMHBI ~ «OCHOBbI  0elonpouzsoocmea» -
(GbopMHUpOBaHUE Yy CTYJEHTOB TEOPETHMUECKHUX 3HAHUU O (popmax U copepKaHUU
YIPABJICHUYECKUX JOKYMEHTOB, CHCTEME JIOKYMEHTAallud, MpaBuiax JBUKEHUS
JIOKYMEHTOB B OpTraHMW3allid JJIS Pa3BUTUS YMEHUM M HaBBIKOB COCTaBIICHUS
JIOKYMEHTOB B KOHKPETHBIX YINPABICHYECKUX CHUTYallUsIX B 3aBUCUMOCTH OT
Ha3HAYCHMUsI, COICP)KAHNS U BUJA IOKYMEHTA.

3amaun JUCIIUTUINHEL:

1.  MByuuts uenu, 3amaud, (QyHKIMH [EITOMPOM3BOJCTBA B COBPEMEHHBIX
OpTraHU3AIMSIX, YIPEKICHUAX.

2. CdopmupoBaTh 3HaHHA 00 OTEYECTBEHHOM OMNbITEé B  00JacTu
JIEIIONPOU3BOICTBA.

3. O3HAKOMUTBLCS ¢ OCOOCHHOCTSIMU COCTaBJICHUS U OPOPMIICHUS PA3TUUHBIX
BUJIOB JIOKYMEHTOB, TPUMEHAEMBIX B OpraHU3ANMSIX PaA3NIUUHBIX  (HOpM
COOCTBEHHOCTH.

4, N3yunts OpraHu3alMi0  JOKYMEHTOOOOpOTa  Ha  COBPEMEHHBIX
MPEANPUATHSIX.

5. HMByuuTh HOpPMaTHMBHO-TIPABOBYIO 0a3zy OpraHu3alii JAeJIONPOU3BOJICTBA,
3aKOHOJIaTEIbHBIC U JIPyTMe HOPMATHUBHBIC aKThl (PenepasIbHOr0 U PErHOHAIBLHOTO
YPOBHEM.

6. CdopmupoBaTh 3HaHHS O COBPEMEHHBIX HAMPABICHHUSIX Pa3BUTHS W MYTIX
COBEPIICHCTBOBAHUS JOKYMEHTAIIMIOHHOTO O0ECTICUCHHs yIIPaBICHHS.



2. [lepeyeHb MUIAHUPYEMBIX Pe3yJabTATOB 00y4eHHS M0 TUCHUILINHE,
COOTHECEHHBIX C IJIAHMPYEMbIMHU pe3yJibTaTAMH 0CBOEHHS 00pa3oBaTeIbHOM

NporpamMmbl

HuctumnHa «OcHogbl 0e10npou3so0cmea» y4acTByeT B (HOPMUPOBAHUU

CJICTYIOIIMX KOMITETECHIINH:

OIIK-4 - ctocoOHOCTH
OCYIECTBIIATH JICTIOBOE OOIICHUE
U IyOJIHYHBIE BBICTYILICHHS,
BECTHU IEPETOBOPHI, COBEIAHMUS,
OCYILECTBIIATH JICTIOBYIO
[EPENNUCKY U NIOAACPKUBATD
3JIEKTPOHHBIE KOMMYHHKAIIUU

3HaHus: OCHOBHBIX MOHSATUH COBPEMEHHOTO
JIeJIONPOU3BO/ICTBA; HOPMAaTUBHO-TIPABOBOM 0a3sl
OpraHu3aluu JIEJIONPOU3BOICTBA B cdepe

npodeccHOHAIbHON eSTEIbHOCTH; IPABUJI COCTABIICHHUS,
00pabOTKM, JBHMXKEHHSA, XPAHEHUS U UCIOJIb30BaHUA
JIOKYMEHTOB B OpraHW3alliy; IpeJIHa3HAaYeHUs] U COCTaBa
OpPraHU3allMOHHO-NIPABOBBIX ~ M PACHOPSAUTENIBHBIX
JOKYMEHTOB, WX (DYHKIMH M TOPs/IKA pa3paObOTKH; OCHOB
JIeJI0OBOTO OOIIEHUS.

YMeHHA: OCYILECTBIATH JEIOBOE OOIIEHUE; NMPOBOIUTH
IIEPEroBOphl; COBEIIAHMs;  pa3padaTbiBaTh JIOKAJIbHBIC
HOpMaTUBHbIE JOKYMEHTBHI, peraamMeHTHpyoIre
YIPaBJIEHYECKYI0  JESATENbHOCTh;  BECTH  JIEJIOBYIO
NEepenucky, B TOM 4YHCIE C  HCIOJIb30BAaHUEM
COBPEMEHHBIX 3JIEKTPOHHBIX (hopM OOMEHa JeJI0BOM
uH(popManuei.
HaBbixu: JIeI0BOTO oO1ieHus; yOJINYHBIX
BBICTYIUIGHUH; BEICHMS IE€PErOBOPOB; COCTAaBJICHUS
JIEJIOBBIX IIUCEM; HNOJEPIKKH JJIEKTPOHHBIX

KOMMYHHUKAIMI B chepe 1eT0Nnpon3BOICTBA.

OIIK-6 - ciocoOHOCTH pemaTh
CTaHJapTHBIE 33/1a4H
npodecCUOHAILHON
JeSITeIbHOCTH HAa OCHOBE
MH(OPMaLIMOHHON U
6ubnuorpaguueckoit KyJabTyphl C
npUMeHeHHEeM MH()OPMaIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIH
U C y4E€TOM OCHOBHBIX
TpeboBaHui HH(POPMAITMOHHON
0e3011aCHOCTH

3Hanun: OCHOBHBIX MH(}OPMALMOHHO-
KOMMYHHMKAIIMOHHBIX TEXHOJOTMH B cepe opraHu3aluu
JENIONPOU3BOJICTBA;  OCOOCHHOCTEH  COCTaBIEHUS U
odopmienus CIPaBOYHO-MH(POPMALIMOHHBIX U
CIPaBOYHO-aHATUTHYECKMX JIOKYMEHTOB Ha OCHOBE
UHPOPMALIMOHHOM U  OuOnIMorpaguueckoi KymnbTypHI;
BUJIOB OOpallleHU Trpa)kJaH M TEXHOJOTUH paboThl C
HUMH.

Ymenusn: pemiarb CTaH/IapTHbIE 3a/1a4u
npodeccuoHaIbHON JIESATEIBHOCTH B obnactu
JIEJIONPOU3BOJCTBA € NPUMEHEHHEM HH(GOPMaIMOHHO-
KOMMYHUKAIIMOHHBIX ~ TEXHOJOTHUH; MOJIb30BaTHCSA
MH(}OPMaLMOHHO-CIIPABOYHBIMU CUCTEMaMH,
AIEKTPOHHBIMU OMOTMOTEYHBIMU pecypcamu u

KOMITBIOTEPHBIMH CIIPABOYHBIMU MPABOBBIMH CUCTEMaMH.
HaBpIku: moucka ¥ aHajau3a HOPMATHBHBIX U MPABOBBIX
JIOKYMEHTOB, PErJIaMEHTHPYIOIIUX JEIOMPOU3BOJICTBO C
UCIIOJIb30BaHUEM HH(OPMAITMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH, BEJICHHSI JIeTIONPOM3BOICTBA u
IOKyMeHTooOopoTa B cdepe  mnpodeccruoHaIbHOM
JeITEILHOCTH C  y4eTOM OCHOBHBIX  TpeOOBaHUIA
UH(POPMALIMOHHOM 0e301acHOCTH; paboThI c
00OpaIeHUsIMU TPAK/IaH.

5




3. MecTO AUCHUILIUHBI B CTPYKTYpe 00pa3oBaTeibHOH MPOrpaMMbl

Jucnummnaa b1.6.20 «Ocnoswl denonpoussodcmeay sIBASETCS OUCYUNIUHOU
6azo60ti uyacmu Y4eOHOTO TUJIaHA TIOJATOTOBKH CTYJIEHTOB IO HAIMPaBJICHHIO
38.03.04 — T'ocynapcTBeHHOE M MYHUIIUITAJIBHOE YIIPABJICHHE.

Iudp [IpenmectByromue IUCHUIIITMHBI [Tocnenyromume TUCUUTIITAHBI
KOMIIETEHITNH y4eOHOTr0 IJ1aHa, B KOTOPBIX y4eOHOT O IJ1aHa, B KOTOPBIX
OCBaMBaECTCI KOMIIETECHIIUS OCBaMBAaECTCI KOMIETCHIIUS

Puropuxka (1 cem)

OIIK-4 WudopmaninoHHbIE TEXHOJIOTUU B JlenoBble KOMMYHUKaUU
ynpanenu (1, 2 cem.) (8 cem.)

OITK-6 HNudopmarimonHbie TEXHOJIOTUH B JucnuniuHa sBisieTcs
yrpasnenu# (1, 2 cem.) 3aBepmaroeil B pOpMUPOBAHUH

JMAHHOUN KOMIIETEHIIUU

4. O0beM IMCHUIIMHBI (MOXYJIS) B 3a4€THBIX eIMHUIAX C YKA3aHUEM
KOJINYeCTBA aKaJleMHYeCKHUX WM ACTPOHOMHYECKNX YaC0B, BbIIEJICHHBIX HA
KOHTAKTHYI0 pa0doTy 00y4arouXcH ¢ npenojaaBaresjaemM (Mo BUAaAM y4eOHbBIX

3aHATHH) U HA CAMOCTOSITEIbHYI0 Pa00Ty 00y4aKOIUXCA

O6mass TPyIOEMKOCTh OCBOEHHUS Yy4eOHOM JUCIUIUIMHBI  «OCHOGbL
denonpouzeo0cmaay cocTaBiisieT 3 3adeTHble enuHuNbBl Wik 108 axameMuuecknx
4acoB.

3 Bcero,
Cemectp
ceMecTp | ak.4acoB
OOmras TpyaoeMKocTh (Bcero ak. waco /3.eq) | 108/3 | 108/3
KonTaktHas Jlexu 26 26
paboTta [TpakTyeckue 3aHATHS 28 28
CamocrosTenpHas paboTa 53 53
Bun
IIPOMEKYTOUYHOU
aTTecTaluu 3auer 1/- 1
(xoHT.pab. /
caMocCT.pao.)




5. Coaep:xanue TUCHUIUINHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE 10 TEMaM

(pa3aenam) ¢ ykazaHHeM OTBeJIEHHOT0 HA HUX KOJMYECTBA aKaJeMUIYeCKHX
WM ACTPOHOMHUYECKHX YaCOB W BHIOB YUEOHBIX 3aHATHIT

Pacnpenesienue yacoB y4e0Ho# padoThI CTYIEHTOB

Tpy10€eMKOCTh Conepxanue
2 |
= | &
HanmeHoBaHme =&
o § S | S
Ne paznena S5 9| =
mucuuImeel (Tema) | R [ S| £ | &
= = o
Z |2
o | o
=
3 cemecTp
[Tpenmer, 3aa4H, CTpYyKTypa
TUCIUILINHEL. Onpenenenue
MOHATU I «IIOKYMEHT»,
«IOKYMEHTHUPOBAHHAs
UHpOpMAILTHS «QJIEKTPOHHBIN
BBenenue B (bopmaus, P
JOKYMEHT» B  TOCYIapCTBEHHBIX
JTUCIUATUTHHY:
1. 10 | 4 | 2 | 4 |crampaprax, 3aKkOHOJATENLCTBE U
JIOKYMEHT B CHCTEME
JOKYMEHTOBEJICHUH.  B3auMocBs3b
yIpaBJIeHUsS .
TIOHATU I «IOKYMEHTY u
«uHpopManus».  MecTto U poiib
JOKYMEHTOB B  YIpaBICHUU Ha
coBpeMeHHOM  drane.  DyHKuUM
JIOKYMEHTA.
Dopmyist OKyMeHTa. TumoBoi
OcHOBHBIE TIpaBUIIA q)opMynslp I[(I)[K nyTa DoPMVILS
odopmieHue PMYTHD M ' PMYIAD
oOpasel. Cocras PEKBU3UTOB
YHPaBIICHHUCCKUX JOKYMEHTOB TpeboBaHus K
2. | noKyMeHTOB 10 | 2| 4] 4 M ' P
0o OpMIIEHUIO PEKBU3UTOB
JIOKYMEHTOB YCOP/[ B
coorBerctBuu ¢ ['OCT PD 6.30-
2003.
OcobeHHOCTH OpraHu3anuoHHO-
COCTaBJICHUS U pacropsanTeIbHas JTOKYMCHTAITUS.
oopmieHus JIOKyMEHTBI OpraHu3aIMOHHbIC
OpraHU3alMOHHO- (yctaB, TmOJNOXEHUE), JOKYMEHTHI
MIPABOBBIX U pacropsUTeIbHbIC
3. | pacnopsauTensHbIX 8 2 | 2 | 4 |(nocranosnenue,  paclopsKEHUE,
JIOKYMEHTOB. NpUKa3, yKa3aHue, pelieHue).
Hcnonb3oBanue PacniopsimutensHbie JTOKYMEHTHI,
UH(POPMAIIMOHHO- u3/1aBaeMbIe B YCIOBHSX
CIPABOYHBIX CHCTEM, enuHOHauanus (MIpUKa3, yKa3aHHeE,
DJICKTPOHHBIX pacropsKeHHue) U KOJUICTHAJIbHOCTH




OMOIMOTEYHBIX (pemenue, MMOCTAaHOBJICHUE).
pecypcoB u ITpaBuia o opMIIeHHUS.
KOMITBIOTEPHBIX Hcnons3oBanue  uHGOPMAIMOHHO-
CIIPaBOYHBIX CIIPAaBOYHBIX CHUCTEM, JJIEKTPOHHBIX
IIPABOBBIX CUCTEM B OMOIMOTEUHBIX pecypcoB u
obnactu KOMITBIOTEPHBIX CIPaBOYHBIX
JIEJIONPOU3BOICTBA. MIPABOBBIX CUCTEM B obractu
JIEJIONPOU3BOJICTBA.
CrpaBoyHO-MH(POPMAIIOHHBIE u
CIIPABOYHO-aHAJIUTUUYECKUE
JokyMeHThl. CripaBka Kak OCHOBHOM
JOKyMEHT JaHHoro tuna. CropaBku
BHEIIHNE ¥ BHYTPEHHUE, IPOCThIC U
CJIOJKHBIE. Ocobennoctu
opopMIIeHHsI aKTOB pAa3HBIX THUIIOB
OcoOenHoctu (mopnucanue, YTBEPKACHUE
COCTaBJICHUS U CTPYKTypa TekcToBoi yactu). [louck
oopmIiIeHUS W aHaJIU3 HOPMATUBHBIX W TIPABOBBIX
CIIPaBOYHO- JOKYMEHTOB,  PETJIaMEHTUPYIOIIUX
WH(OPMAIMOHHBIX U JIEJIONPOU3BOJICTBO. OcHoBBI
CIIPaBOYHO- BEJCHUS  JCNOMpPOM3BOJACTBA  H
AHATTUTUYECKUX JIOKYMEHTO000pOTa B chepe
JIOKyMEHTOB pohecCHOHANBHON NIEATENBHOCTH C
Y4E€TOM  OCHOBHBIX  TpeOOBaHUI
nH(pOpMAIMOHHOW  GE30MacHOCTH.
JIoKyMEeHTUpOBaHUE KOJUIETHAIbHOM
JIESTENBHOCTH, 0COOEHHOCTH
odopmiieHus: mpoToKoa. JloknanHele
u OO0BSICHUTEIbHBIC 3aMKCKU.
3asiBII€HUE.
Buner oOpamienuii rpaxgaH U UX
XapakTepucTuka. JIMUHBIA TIpUEM
rpaxaaH. YCTHbIE WIH MHCbMEHHBIE
oOparenus rpaxnaad. [Ipemioxenus,
3asBIICHUS, KaAJIOObI, XoaaraiicTea U
JlokyMeHTupOBaHue netui. OcoOEHHOCTH paboThl C
paboThI ¢ oOpaleHusMHU TpaxaaH. TexHomorus
oOpalleHusIMu paboTel ¢ OOpalleHUsIMU: JTUYHBII

rpaxnas. [IpaBuna
JIEJIOBOTO OOIIEHUS U
JIeJIOBOY NEPENUCKH, B
TOM YHCJIE C
UCTIOJIb30BaHUEM
COBPEMEHHBIX
AIIEKTPOHHBIX (hopm
oOMeHa /1e710BOM
uHpopManuen.

npueM  TpakIaH; npueM u
perucrpanus oOparieHuit;
YBEIOMIICHUE 3asSBUTENS, KOHTPOIb
3a CpoKaMu HCTIOJTHEHUS
JIOKyMEHTOB; MH(OPMAITMOHHO-
cripaBOYHass paboTa; XpaHEHHE |
aHaJIM3 TOCTYMUBIINX OOpAICHHIA.

Bripabotka CTHIIA JIEII0BOTO
oO01IeHus; MyOJINYHBIX
BBICTYHJIGHPII)’I; BCJACHU
HIEPETOBOPOB.

OcHoBHbIE TpaBwia paboTBl ¢
MM CbMCHHBIMH O6paH_ICHI/ISIMI/I

rpaKJIaH. Ocobennoctu




COCTaBJICHUA JCJIOBBIX ITHUCEM,

MOAICPKKH ANEKTPOHHBIX
KOMMYHHUKAIHH B chepe
JIEJIONPOU3BOJICTBA.

Opranuzanus paboTsl

OpranuzaimoHubie (HOPMBI CITY>KOBI
JOKYMEHTAI[HOHHOTO  00ecreueHHs
@dakTOophl, BIAUIIONINE Ha UX BHIOOP B
YUPEKICHUSAX PA3JIMYHBIX YPOBHEH

;J(I)f;g:;TaHHOHHoro yIpaBIeHUS. TI/IHOBBI? CTPYKTYPBI
0BCCIICTCHI 12 JIEIIONPOU3BOJACTBEHHON  CITYXKOBI.
O —— OcHoBHbIE 3a7auud U  (QYHKUUU
CITY>KOBI JOKYMEHTAIMOHHOTO
obecrieuenust ympasienus. [lonstue
(QJIICKTPOHHBIA  CTWUJIb  PabOTHI»
oduca.
TexHOTOMS Opranusanus I[OKYMGHT(%O60pOT8 B
YUPEKICHUU. eXHOJIOTHUS
S/ggzgizﬁzewnx 00pabOTKH BXOASIINX, UCXOISAIINX U
JIOKYMCHTOB, E)HyTpeHHI/IX JTIOKYMEHTOB.
erucTparms JIOKYMEHTOB u
Eggggﬁﬁjgﬁo- 10 KOHTPOJIb 3a CpOKaMHu ux
KOMMYHHKAIHOHHbIX UCIIOMTHEHHS. ABTOMAaTH3WPOBAHHBIE
TeXHOOrHi B cepe CHUCTEMBI PEruCTpallii U KOHTPOJIS
JICTONpOH3BOCTEA 32 UCHOJHEHHEM JOKYMEHTOB, OIBIT
nx npuMmeHenusa Homenkiarypa nei.
[Tonsitue «perucrparnus
JIOKYMEHTOB. 3HaueHne
perucTpanu  JAOKYMEHTOB ISt
YIIPaBJICHYECKON JIEATEIIbHOCTH.
[TpuHIMIIBI U TIpaBUIIa PETUCTPALNH
U UHICKCUPOBAHUS  JIOKYMEHTOB.
Cocras PETUCTPUPYEMBIX u
HEPETUCTPUPYEMBIX JTOKyMEHTOB.
Perucrpanus u Perucrparnmonnsie (b opMBL.
KOHTPOJIb UCTIOTHEHUS 8 XapakTepucTuka COBPEMEHHBIX
JIOKYMEHTOB pPETUCTPAIIMOHHBIX  (OpPM, COCTaB
uHpOpMAIMU W TOPSATOK  HX
3anonHeHuss. KoHTponb MCIOTHEHUS
OKyMeHTOB. Ero 3Hauenwe B
yIpaBIeHIECKON JeATEeITbHOCTH.
dopmupoBaHue  TpeOOBaHWUU K
OpraHU3aIMi KOHTPOIS 32 CPOKaMU
WCTIOTHCHUS JOKYMEHTOB B
JIEIIONPOU3BOICTBEHHOI cyx0e.
®opMmupoBaHUE  JeJd.  3HAUYCHHUE
MIPABUIILHOTO dbopmMupoBaHus
Sgg;;{g;auﬂﬂ 1 JOKYMEHTOB B Jlefla JUIA WX
10 MOCJENYIOLIEr0 HCMOJIb30BaHUS U

dbopMuUpOBaHUS eI
Homenknarypa nen

xpaHeHusi.  OCHOBHBIE  TpaBUja
dbopmupoBanust nen. CoBpeMeHHas
HOPMaTHBHO-METOANYECKas 0a3a,




ompenenstomas  TpeboBaHHS K
(bopMHUpOBaHUIO nen B
nenonpousBoxacTee.  Ompenenenne
HOMEHKJIATYpPhI JIeJ, €¢ Ha3HauYeHHeE.
Bunel  HOMeHKmaryp  gen, WX
0COOEHHOCTH. TpeboBanus
HOPMaTUBHO-METOANYECKUX
JOKYMEHTOB K COCTaBIICHHIO H
o(opMIICHHIO HOMEHKJIIATYP JAEL.

10.

Opranuzanus
BEJIOMCTBEHHOTO
XpaHEHUs JOKYMEHTOB
U 00ecIieYeHUE X
COXpPaHHOCTH

XpaHeHue JIOKYMEHTOB B
CTPYKTYPHBIX NOJPAa3JIEICHUAX
opranuzanui. OTBETCTBEHHOCTb 3a
COXPAaHHOCTh JOKYMEHTOB.
Opranuzanusi CipaBOYHON pabOThI U
MOPSAJOK BBIJAYM JOKYMEHTOB JUIS
BPEMEHHOI'O  IOJb30BaHUS  IIPU
XpaHEHUU HUX B  CTPYKTYPHBIX
MOIpa3JeCHUAX. Y4eT BbLAAYU JIEJ
BO BPEMEHHOE I10JIb30BaHUE.
XpaHeHue MAaIIMHOYUTAEMBIX
JOKYMEHTOB ¥  JOKyMEHTOB Ha
MarHUTHBIX HOCUTEJISX.

11.

DKCrepTu3a eHHOCTH
JIOKYMCHTOB B
JIeITOTIPOU3BOJICTBE

OKcnepTh3a LEHHOCTH JTOKYMEHTOB.
HopmaruBHO-MeTOIM4ECKHe u
TEOPETUYECKHE OCHOBBI TPOBEICHHS
IKCIIEPTH3HI. TpeGoBanus K
MPOBEJIEHUIO SKCIEPTU3bl LIEHHOCTH
JIOKyMEHTOB.

12.

IToaroroBka u
repenayva Jiei B apXuB
OpraHu3aIuu

VYaudukanus TpeOOBaHUN K JenaM,
cnaBaeMbIM B apxuB. HopmarusHO-
METOINIECKHE MaTrepuatbl
denepanbHOM apXUBHOW CITy»KOBI 00
odopMIIeHUU TEI. OcHOBHbBIE
TpeOoBaHUs K OG(OPMIICHUIO Jedl.
[TonHoe m yacTuuHOe OdOpMIIEHHE
nen. IlommmumBka nen. Hymepauus
JUCTOB. 3aBepuTelbHAs HAIIIHUCH.
Buytpennsist onuch. OdopmiieHue
00JIOKKH nen MMOCTOSHHOTO,
JOJTOBPEMEHHOTO XpAaHEHHUS U TI0
JINYHOMY COCTaBY. [IpaBuna
YaCTUYHOTO 0pOpMIICHHUS Aedl.

3a4eT (xonr.pab. / camoct.pab.)

1/-

Hroro 3a 3 cemectp

108

26

28

53
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6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs IAJIs1 CAMOCTOSITEIbHOM
padoThl 00yYAKOIIMXCS MO JUCHUIIMHE (MOTYJIIO)

CamocrosiTesIbHAsA pad0Ta CTY/ICHTOB

Ne | Bunsl camoctosarensHol paboTsl | TpynoemkocTts, | Dopma KOHTPOIS
aK.4acChl
1. | IIpopaboTka TeOPETUIECKOTO
Koncynpranus
MaTepHalia 1o KOHCIeKTaM
o . npenojaBate’s,
JIEKITUH, PEKOMEHI0BaHHOM 20 CTHO
JUTEPATYpE, TONOJIHUTEIBHBIM 4
co0eceoBaHNE
UCTOYHUKAM MHGOPMALINH
2. | IloxaroroBka K MpaKkTHYECKUM BricTymuienue ¢
3aHATHSAM: TTOUCK HEOOXOIUMOM JOKJIA/IOM,
nH@opmaru, oopadoTKa 20 npe3eHTaIus,
uH(pOpMaIH, HaKCAaHUE OTBETHI Ha
JI0KJ1a/1a, TOATOTOBKA K JTUCKYCCUOHHBIE
BBICTYIIJICHUIO (JTUCKYCCHUN) BOITPOCHI
> IToaroToBKa K TEKyIIEM YeTHoe
Y y 13 cobecenoBaHue,
KOHTPOJTIO (TECTUPOBAHUE)
TECTUPOBAHUE

Jlns caMoCTOSTENhHOM paboThl MO AUCIUILIMHE (MOIYJII0) OOydJaromuecs
HCIIOIB3YIOT CIIeAYIoIIee yueOHO-METOIUISCKOE 00eCIICUeHUE:

1. AcammmeB A. M. OcCHOBBI J1eTONIPOM3BOJICTBA: yueO. mocodue / A.M.
AcamueB, 1.11. MuponoBa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-¢ uzn., ucnp. u
gon. — M.: MH®OPA-M, 2017. — 146 c. — (Beicimee oOpa3zoBaHue:
bakanaBpuar). [2nexTponHbIit pecypc]. URL.:
http://znanium.com/bookread2.php?book=7828309.

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

(menompou3BoicTBO): yueO. mocodbue / T.A. beikoBa, T.B. Kysnemnona, JI.B.
CankuHa. — 2-¢ u31., mepepad. u gom. — M.: UHOPA-M, 2017. — 304 c. + Jlom.
MaTepuabl [ JIeKTpOoHHbIN pecypc; Pexum gocryna http://www.znanium.com]. —

(Beictiee  oOpazoBanume:  bakamaBpumar). [Dnextponnsii  pecypc]. URL:
http://znanium.com/bookread2.php?book=762591.
3. [Tanacenko FO. A. [enonpou3BOACTBO:  JIOKYMEHTAllMOHHOE

oOecrieueHue ympapieHus: YueoHnoe nocooue / [lanacenko FO.A., — 3-e u3g. —
M.: PUOP, UHO®PA-M, 2016. — 112 ¢. — (BO: bakanaBpuat). [I71eKTpOHHBIIH
pecypc]. URL: http://znanium.com/bookread2.php?book=542773.

4, @®oH/ OIEHOYHBIX M METOAUYECKHX MaTepUajoB I10 JHUCIUTIINHE
«OCHOBbL 0eONPOU3BOOCMBAY.
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7.DoH OLIEHOYHBIX ¥ METOAMYECKUX MATEPHAJIOB /IJIsl IPOBeAeHMSsI
NMPOMEKYTOUHOM aTTecTAlMU 00y4YAKOIIMXCS 10 JUCHUILIHHE

7.1. IlepeyeHb KOMIIETEHIMI C YKa3aHHEM 3TANoOB UX (JOPMUPOBAHUSA B
npouecce 0CBOCHUN 00pa3oBaTeJIbHOM MPOrPaAMMbI

[Ipouecc n3yueHus: TMCUMILIUHBI « OCHOBbl 0e10npouU3800cmea» HaupaBieH
Ha (QOpPMHUpPOBAaHUE CIEAYIOIUX KOMIIETEHIMM, OTpPaXCHHBIX B MAacIopTe
dbopMUpOBaHUA KOMIETCHIIHIA:

OIIK-4 - cmnocoOHOCTh OCYIIECTBISATH JIENOBOE OOIIeHHE U IMyOJUYHBbIC
BBICTYIUICHHS, BECTH IIEPETOBOPBI, COBEUIAHMS, OCYIIECTBISATH JIECTOBYIO

ICPCIIUCKY U ITOAACPKUBATH 3JICKTPOHHBIC KOMMYHHUKAIIUH

Omansl opmuposanuss KomnemeHyuu

1 aTan 2 aTan 3 sran 4 stan
Puropuka
1 cem Nudopmarnmonnsie
( ) Tq;xgongmn s OcHOBBI JlenoBbie
Muopmannontbie J1eJI0NPOU3BOICTBA KOMMYHHKAITIU
TEXHOJIOTUH B YpaBJIC€HUA
(3 cem.) (8 cem.)
YIIPaBICHUHU (2 cem.)
(1 cem.)
OIIK-6 - cnocoOGHOCTh pemiaTh CTaHAAPTHBIE 3a7a4d  TpodeccCHOHaTBLHOM

JESATEILHOCTH HAa OCHOBE MH(POPMAIIMOHHON U OuOIMorpaduueckon KyJIbTyphl C
IpUMEHEHHEM HMH()OPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH M C y4Y€TOM
OCHOBHBIX TpeOOBaHUM MH(OPMAIITMOHHON O€30MaCHOCTH

Omanvi popmuposanusi KomnemeHyuu

1 oran 2 sTan 3 sran
Nnadopmanmonyrie Nuadopmannonurie
bop (bop OcCHOBBI 1€JI0ITPOU3BOACTBA
TEXHOJIOTUH B YIIPABICHUHU TEXHOJIOTUU B YIIPABICHUHU (3 cem.)
(1 cem.) (2 cem.) '
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7.2. Onucanme noxKasarejield u KPUTECPUEB OLICHUBAaHUSA KOMHeTeHHl/Iﬁ Ha pa3/iMYHbIX 3Tallax ux (l)OpMI/IpOBaHI/IH,
OIIMCAHMC IIIKAJ OHCHUBAHUA

Kputepuu onieHnBaHus pe3yabTaTOB 00yUeHHUS

% 3 5 [Inanupyemsle
= 5 ¢:, P Tm— He 3aurteno 3a4TeHo 3auyTeHo 3a4TeHo
= g z (0-54 6amoB) (55-69 6amnoB) (70-84 Gama) (85-100 6ammoB)
© &
2 sran
3HaHun: He 3naer: JlemoHCTpHpYET JleMoHCTpHpYET JlemoHCTpHpYeT
- OCHOBHBIX TIOHATUH | - OCHOBHBIX TOHSATUH | YACTUYHBIC 3HAHHs Oe€3 | JOCTATOYHBIC 3HAHUSA B | BBICOKUH YPOBEHb
= COBPEMEHHOTO COBPEMEHHOTO rpyObIX OMIHOOK: 6a30BOM Oo0BEME: 3HAHUM:
5 JIEIOTIPON3BO/ICTBA; JIEIOTIPOU3BO/ICTBA; - OCHOBHBIX TIOHSTUH | - OCHOBHBIX IIOHSTUH | - OCHOBHBIX ITOHSTHM
E HOPMAaTHUBHO-TIPABOBOW | HOPMATHBHO-TIPABOBOM COBPEMEHHOTO COBPEMEHHOTO COBPEMEHHOTO
o 0a3bl opranuzanuu | 6as3sl OpTraHHu3aIiy | IeJONPOU3BOJICTBA; JIEIOMPOU3BO/ICTBA; JIeNOTPOU3BOICTBA;
g JICIIONIPOU3BOJICTBA B | JICJIOMPOU3BOJICTBA B | HOPMaTUBHO-TIPABOBOW | HOPMATUBHO-TIPABOBOM | HOPMATHBHO-TIPABOBOM
2 chepe chepe 0a3bl opranusanuu | 6a3sl opranuzanuu | 6a3sl OpraHHu3aIiH
o:f = npodeccnoHaTEHOM npodeccrnoHabHOM JCJIONPOU3BOJICTBA B | JCJIONPOU3BOJICTBA B | JICJIONPOHU3BOJICTBA B
= = < NEeSTeNbHOCTH, TPaBHII | NEATEIbHOCTH;  MpaBui | cdepe chepe chepe
;‘ o:) < COCTaBJICHMUS, COCTaBJICHMUS, npodeccroHanbHOI npodeccuoHanbHOM npodeccuoHanbHOM
s 2 g 00paboTKH, ABMXKEHHUS, | 00paOOTKH, JABIIKEHUS, | AEATETbHOCTH; TMPaBUI | ACSITENbHOCTH; MPAaBWI | IEATENbHOCTH; TMPaBUI
5 2 XpaHeHUs U | XpaHeHUs U | COCTaBJICHUS, COCTaBJICHHUS, COCTaBJICHHS,
g ™ HCIOIb30BaHUS HCIIOIb30BaHUS 00paboTKH, ABWXKEHUSA, | 00pabOTKU, IBUXKEHHS, | 00paOOTKH, ABWKCHUS,
§ JTIOKYMEHTOB B | JIOKYMCHTOB B | XpaHCHUs W | XpaHEHUs U | XpaHeHUs u
2 OpraHH3aIiy; OpraHH3aIiH; HCITOJIb30BaHMS HCITOJIb30BaHUS HCITOJIb30BaHUS
2 MpeTHa3HAYCHUS U | IpeTHa3HAYCHUS U | TOKyMEHTOB B | IOKYMEHTOB B | IOKYMECHTOB B
% cocraBa cocTaBa OpTraHH3aIIH; OpraHu3aIuy; OpraHu3allvy;
= OpraHHU3aIOHHO- OpTraHHU3aIOHHO- MpeTHa3HAYCHUS U | IpeTHa3HAYCHUS U | IpeTHa3HAYCHUS u
®) TIPaBOBBIX U | IPaBOBBIX U | cocTaBa cocTaBa cocTaBa
pacTopsANTEITHLHBIX pacToOpsANTEITHLHBIX OpTraHHU3aIOHHO- OpTraHW3aIMOHHO- OpraHHU3aIOHHO-
JIOKYMEHTOB, UX | TOKYMEHTOB, WX | IPaBOBBIX U | IPaBOBBIX U | PaBOBBIX u
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byHkuit u  nopsaka | QyHKUMA U TOpsAKa | paclopsIuTeIbHBIX pactopsAUTEIbHBIX pactopsAUTEIbHBIX
pa3paboTku; OCHOB | pa3paboTKu; OCHOB | JOKYMEHTOB, UX | TOKYMEHTOB, UX | TIOKYMEHTOB, ux
JIEJI0BOTI0 OOIIEHUS JIEJI0BOTr0 OOIIEHUS byHkumii W mopsaka | yHkud w  mopsaka | QyHKOMH W TopsIKa
Jomyckaet rpyObIe | pa3paboTK; OCHOB | pa3paboTKH; OCHOB | pa3paboTKu; OCHOB
OIIMOKH. JIEJI0BOTI0 OOIIEHUS JIEJIOBOroO OOIIEHUS JIEJI0BOTI0 OOIIEHUS
Ymenus: He ymeer nnu JleMoHCTpUpYyET JlemoHCTpHpYyET JleMoHcTpUpyeT
- OCYIIECTBIISITh | IEMOHCTPHUPYET JacTUYHBbIC YMEHUs 0e3 | 0a30BbIid YPOBEHB BBICOKHI YPOBEHb
JIEII0BOE oOlIeHNe; | YaCTUYHbIC YMEHUS, rpyObIX OMIMOOK: YMEHHIA: YMEHHI:
MIPOBOIHTH JOITyCKasi TpyObIe - OCYIIECTBIISTH | - OCYIIECTBIIST | - OCYIIECTBIISTH
MIEPETOBOPBL; OLIMOKU: JIEJI0BOE oOuieHue; | 1eI0BoOe oOuieHue; | 1eI0BOe oOuieHue;
COBCIIIAHUS; - OCYIIECTBIIATH JCIIOBOE | MPOBOJIUTH MIPOBOJINTH MIPOBOJINTH MTEPETOBOPHI;
pa3pabaThiBaTh oO1IeHue; MIPOBOJMTD | TIEPETOBOPHI; MIEPETOBOPBL; COBEILAHUS;
JIOKQJIbHBIE MIEPETOBOPBL; COBCIIIAHUS; COBCIIAHUS; pa3pabaTsIBaTh
HOpPMAaTHUBHBIE COBEILIAHUS; pa3pabatbIiBaTh pa3pabarbIBaTh JIOKaJIbHBIE
JIOKYMEHTHI, pa3pabarbiBaTh JIOKIIbHBIC JIOKQJIbHBIE HOPMATHUBHBIC
perJaMeHTHpYoIIne JIOKaJIbHbIE HOpPMAaTHUBHBIE HOpMAaTUBHBIE JOKYMEHTBI,
YIIPaBICHYCCKYIO HOPMATHUBHEIC JIOKYMEHTHI, JIOKYMEHTHI, pETIIaMEHTHPYIOIINE
NesTeNbHOCTh,  BECTU | TOKYMEHTHI, perIamMeHTHpYoIIne perIaMeHTHpYIoIIne YIpaBIEHYECKYIO
JICIIOBYIO TIEPEITUCKY, B | PETIaMEHTHPYIOIIHE YIIPaBICHYCCKYIO VIIPaBICHYCCKYIO JeSITeILHOCTD; BECTH
TOM quclie C | yIpaBIeHYECKYIO NEeSTeNbHOCTh,  BECTU | JESATENIbHOCTh;  BECTH | JIEJIOBYIO TMEPENUCKY, B
HCIOJIb30BAaHUEM JeSTEIILHOCT; BECTH | JICJIOBYIO TICPEIUCKY, B | JACIOBYIO TEPEIUCKY, B | TOM quclie c
COBpPEMEHHBIX JICIIOBYIO TIEPENHCKYy, B | TOM qucle c | TOM qucle C | UCTIONTB30BAaHUEM
ANEKTPOHHBIX dbopM | Tom quUCIIe C | UCTIONTE30BaHUEM HCIIOJIb30BaHUEM COBPEMEHHBIX
oOMeHa JIEJIOBOM | MCTIOB30BaHUEM COBpPEMEHHBIX COBpPEMEHHBIX ANEKTPOHHBIX dbopm
uHpopmanuen COBPEMEHHBIX 3IEKTPOHHBIX (bopM | NEKTPOHHBIX ¢dbopM | oOmeHa JIEII0BOU
AJEKTPOHHBIX ¢dopm | oOmeHa JIeNIoBOM | oOMeHa JIenoBoM | MHpOpMaruen
obmeHa NIeNOBOM | MH(pOpMAaITHEH uHpopmarmen
uHpopmanuen
HaBbiku: He Bnaneer nnu JlemoHCTpUpyeT JlemoHCTpHpYeT JleMoHCTpHpYET Ha
- JICIIOBOTO OOIIEHUS; | IEMOHCTPUPYET HU3KUH | YaCTUIHBIC BIIaJICHUS 0a30BbBIN YPOBCHb BBICOKOM YPOBHE
MyOIHMYHBIX YpOBEHbB BJIaJICHUS 0e3 rpyOBIX OMUO0K BJIQ/ICHUS HABBIKAMHU: BJIa/ICHUE HAaBBIKAMHU:

BBICTYHHGHHﬁ; BEICHU

HaBBIKAMMU:

HaBBIKAMU.

- JICIIOBOTO OOIICHMS;

- JIeNOBOTrO OOIIEHUS,
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TIEPErOBOPOB;
COCTaBJICHUS JICIIOBBIX
MHCEM; MOIJICPKKU
AIEKTPOHHBIX
KOMMYHUKaIUH B
chepe
JIEIOTIPOU3BOICTBA

- JICTIOBOTO  OOIICHHS,
yOJINYHBIX
BBICTYIUICHHI; BEICHUS
MIEPErOBOPOB;
COCTABJICHHUS  JICJIOBBIX
UCeM; HOJICPIKKH
AJIEKTPOHHBIX
KOMMYHHKAIUil B chepe
JIeJIOTIPOU3BOICTBA
Jomyckaet rpyOsbie
OIIMOKHU.

- JICJIOBOTO  OOIEHUS;
yOJINYHBIX
BBICTYIUICHU; BEJICHUSA
MIEPErOBOPOB;
COCTaBJICHUS JENOBBIX
TTUCEM; HOICPIKKH
ANEKTPOHHBIX
KOMMYHUKaUK B
chepe
JIeTTOTIPOU3BOICTBA

MyOJTUIHBIX
BBICTYIUICHUI;, BEJACHHUS
MIEPETrOBOPOB;
COCTaBIICHUS  JIEIIOBBIX
MUCEM; MOIIEPKKH
AIEKTPOHHBIX
KOMMYHUKaIUM B
chepe
JIEJIONPOU3BOICTBA

MyOJTUYHBIX
BBICTYIUICHUI;, BEIACHHUS
MIEPErOBOPOB;
COCTaBJICHHSI  JICIIOBBIX
TUCEM; MO JIICPIKKH
ANMEKTPOHHBIX
KOMMYHHKAIMi B chepe
JeTIOTIPON3BOICTBA
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OIIK-6

3HaHusn:

- OCHOBHBIX
nH(pOpPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TeXHOJIOTUH B chepe
OpraHu3aIu
JeTIOTIPOU3BOICTBA;
ocoOeHHOCTeH
COCTaBIICHHSI u
odopmiteHUS
CIPaBOYHO-
WHOOPMALIMOHHBIX U
CIPaBOYHO-
AQHATUTUICCKUX
JOKYMEHTOB Ha OCHOBE
WHPOPMAIMOHHON U
oubmorpaduaeckoit
KYJIBTYPBI; BHJIOB
oOpanieHuit TpaxxaaH u
TEXHOJOTUN paboThl C
HUMH

He 3naer:

- OCHOBHBIX
MH(POPMaIMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIIOTHHL B cdepe
OpraHHu3aluH
JIeTIOTIPOU3BOICTBA;
ocoOeHHoCTeH
COCTaBIICHHUSI u
oopmieHHs CIIpaBOYHO-
WH(POPMAIIMOHHBIX u
CIPaBOYHO-
AHAITUTHYECKUX
JOKYMEHTOB Ha OCHOBE
WH(POPMAIIMOHHOM u
o6ubanorpaduueckoit
KYJIbTYPBI; BUJIOB

oOpallleHuil TpaxaaH H
TEXHOJIOTH paboThl C
HUMHU

Jomnyckaet rpyoObie
OLIMOKH.

JleMoHCcTpUpYyET
JaCTUYHBIC 3HAHUS 0e3
rpyOBIX OIHOOK:

- OCHOBHBIX
HH(pOPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHH B cdepe
OpraHu3aIH
JIeJIONPOU3BO/ICTBA;
0COOEHHOCTEH
COCTaBIICHUS u
odopmiteHHS
CIPaBOYHO-
WHPOPMAIIMOHHBIX U
CIPaBOYHO-
AHATTUTHYECKUX
JIOKYMEHTOB Ha OCHOBE
WH(OPMALIMOHHOW U
o6ubamorpaduueckoit
KYJIbTYPBI; BUJIOB
oOpallleHuil rpaxaad u
TEXHOJIOTUH paboThl ¢
HUMU

JlemoHCTpUpYyET
JIOCTaTOYHBIC 3HAHMUS B
6a3o0BoM oOBeMe:

- OCHOBHBIX
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TeXHOJIOTHH B  cdepe
OpraHu3aIuu
JIEIONPOU3BO/ICTBA;
0ocoOeHHOCTEN
COCTaBIICHUS u
odopmIteHUs
CIIPaBOYHO-
WHQOPMALMOHHBIX |
CIIPaBOYHO-
AHATUTUICCKUX
JIOKyMEHTOB Ha OCHOBE
UH(pOpMaAITMOHHOM u
oubnnorpaduyeckoit
KYJbTYpBI; BUJIOB
oOpallleHuil rpaxaaH u
TEXHOJOTHI paboThl C
HUMU

JleMoHcTpUpyeT
BBICOKUI YPOBEHb
3HAHUM:

- OCHOBHBIX
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TexHojoruii B  cepe
OpraHu3aINH
JIeNIOTIPOU3BO/ICTBA;
ocoOeHHOCTeH
COCTaBJICHUS u
odopmiteHus
CIPaBOYHO-
MH(OPMaLMOHHBIX 51
CIPaBOYHO-
AHATUTUICCKUX
JOKYMEHTOB Ha OCHOBE
“H(pOpMaAITMOHHOM 151
oubnuorpaduueckoit
KYJIbTYPBI; BUJIOB
oOpallleHuil rpaxkaaH u
TEXHOJOTUI paboThl C
HUMU

Ymenus:

- pemiath CTaHIapTHHIE
3aJjauu
npo¢eCcCuoHATBHON
JeATeNbHOCTH B
obnactu
JIeTIOTIPOU3BOICTBA €
MIPUMEHEHHEM
MH(pOPMAIMOHHO-
KOMMYHHUKAITHOHHBIX

He ymeer nnu
JEMOHCTPHUPYET
YaCTUYHbIE YMEHUS,
JorycKasi rpyObie
OILIMOKH:

- pemath CTaHJapTHHIE
3aJauu
npodecCuoHaAIbHON
NesITeIbHOCTH B 00J1aCTH
JICJIONPOU3BOJICTBA C

JleMoHCTpUpYyET
yacTUYHbIE YMEHUS 0e3
rpyOBIX OMINOOK:

- pemiath CTaHIApTHHIC
3aJjauu

npodecCuoHATBHON
NEeSTeNbHOCTH B
obmactu
JIENIONPOU3BOJCTBA €
MMPUMCHCHUCM

JleMoHCcTpHUpYyeT
0a30BbIil YPOBEHD
YMEHMMN:

- pemarb CTaHAapTHHIE
3aa4u

po¢eCCHOHATBHON
JESITEIIbHOCTH B
obnactu
JENONPOU3BOJCTBA  C
IMPUMCHCHUCM

JleMOHCTpUpYyET
BBICOKMH YPOBEHb
YMEHHUN:

- pemarb CTaHJIapTHHIE
3aJ1a4u

npo¢eCCHOHATBHON
JeSITeNbHOCTH B
obnactu
JIeOTPON3BOCTBA c
IMPUMCHCHUCM
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TEXHOJIOTHI;
I0JIb30BaThCS
nH(pOpPMaIMOHHO-
CIPaBOYHBIMU
CHCTEMaMH,
JNMEKTPOHHBIMHU
OMOIMOTCYHBIMHU
pecypcamu u
KOMIThIOTEPHBIMH
CIPaBOYHBIMU
MPaBOBBIMU CUCTEMaMHU

MIPUMEHEHHUEM
nH(pOPMAIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;
MOJTH30BaTHCS
nH(pOPMAIIMOHHO-
CIIPaBOYHBIMU
CUCTEMaMHU,
AJICKTPOHHBIMHU
OMOIMOTCYHBIMHU
pecypcamu u
KOMITbIOTEPHBIMH
CIIPaBOYHBIMU
MIPaBOBBIMU CUCTEMaMH

HH(pOPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;
MOJIB30BATHCSA
HH(pOPMaIMOHHO-
CIIPaBOYHBIMU
CUCTEMaMHU,
INEKTPOHHBIMU
OMOJIMOTECYHBIMH
pecypcamu u
KOMITBIOTEPHBIMU
CIIPaBOYHBIMU
MIPaBOBBIMU CUCTEMAMHU

nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIL;
MOJIb30BATHCS
nH(pOpMaIMOHHO-
CIIPaBOYHBIMU
CUCTEMaMH,
AIEKTPOHHBIMU
OMOIMOTECYHBIMU
pecypcamu u
KOMITBIOTEPHBIMU
CIIPaBOYHBIMHU
MIPABOBBIMU CHCTEMaMU

nH(pOpPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;
MOJIB30BAThCS
nH(pOpMaIMOHHO-
CIPaBOYHBIMU
CUCTEMaMHU,
ANEKTPOHHBIMU
OMOIMOTECYHBIMU
pecypcamu u
KOMITBIOTEPHBIMU
CIPaBOYHBIMU
MIPABOBBIMU CHCTEMaMU

HaBbiku:

- IIOMCKAa M aHajlu3a
HOPMAaTHBHBIX 17§
IIPABOBBIX JIOKYMEHTOB,
perIaMeHTHPYOINX
JIeJIOTIPOU3BOACTBO €
WCTIOJIb30BaHUEM
MH(pOPMAaIMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH, BeJICHHS

JeTIOTIPON3BOJCTBA |
JOKYMEHTO00OpoTa B
chepe
npodeccnoHanbHOM
JESITeTPHOCTH C YIE€TOM
OCHOBHBIX TpeOOBaHUI
nH(OpPMALIMOHHOU
6e30macHOCTH; PpabOTHI
c oOpareHusIMu

He Bnaneer niu
JEMOHCTPHUPYET HUZKUHN
YPOBEHSL BIIAJACHUS

HaBBIKAMU:
- T1OMCKa U aHaIu3a
HOPMAaTHBHBIX u
MIPaBOBBIX JTOKYMEHTOB,
perIaMeHTHPYIOIINX
JIeJIONPOU3BOJICTBO C
HCII0JIb30BAHUEM
nH(}OPMAaLIMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHH, BEJICHUS
JEJIONPOU3BOCTBA U
JIOKYMEHTO00OopoTa B
chepe
npodecCuoHaAIbHON
NESATENIBHOCTH C Y4E€TOM
OCHOBHBIX  TpeOOBaHM

JleMoHCTpHUpYET
YaCTUYHBIE BIAICHUS
0€e3 rpyOBIX OMUOOK
HaBBIKAMU!

- TOMCKa M aHalu3a
HOPMAaTHBHBIX u
MIPABOBBIX JIOKYMEHTOB,
periIaMeHTHPYIOIUX
JIEJIONPOU3BOJCTBO €
HCTOJIb30BaHUEM
nH(}OPMAaLIMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHM, BEICHUS
JEJIONPOU3BOJCTBA U
JOKyMEHTOOOOpoTa B
chepe
npodecCuoHaATbHON
JESTENBHOCTH C yYETOM
OCHOBHBIX TpebOBaHUMN

JemoHcTpHpyeT
0a30BbIil YPOBEHD
BJIaJICHVSI HABBIKAMH:

- TIOMCKa M aHaJIu3a
HOPMAaTHUBHBIX u
IIPAaBOBBIX JOKYMEHTOB,
perIIaMeHTHPYIOITIX
JIeNIOTIPOU3BOJCTBO  C
WCTIOJIb30BaHUEM
MH(POPMAaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUH, BeIeHUs
NeNOTIPOU3BOJICTBA U
JOKYMEHTOO0OpOoTa B
chepe
npodeccHoHaNBHOMI
NEeSITETHHOCTH C YIETOM
OCHOBHBIX TpeOOBaHMIA
nH(OpMaIOHHON

JleMOHCTpHUpYyET Ha
BBICOKOM YPOBHE
BJIaACHHUEC HaBbIKaMU:

- TOMCKa U aHaJlu3a

HOPMAaTHUBHBIX u
MPaBOBBIX JOKYMEHTOB,
perIaMeHTHPYOITIX
IETOIPOU3BOACTBO  C
WCTIOJIb30BaHUEM
MH(POPMAaIMOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH,  BEIEHUS

JETONPON3BOACTBA |
JOKYMEHTOO0OpoTa B
chepe
npodeccnoHaNbHOMI
JESITeTHPHOCTH C YYeTOM
OCHOBHBIX TpeOOBaHMMH
nH(OPMaIMOHHON
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I'paxxaaH

nH(pOpPMaAITMOHHOM
0e30macHOCTH; pPabOTHI C
OOpalIeHUsIMU  TPaKIaH
Jomyckaer rpyobie
OILIMOKHU.

nH(pOPMaAITMOHHOM
0e30macHOCTH; PabOTHI
c oOpareHusIMu
rpaxkJaaH

0e30macHOCTH; PaOOTHI
c o0pamieHus MU
rpakJIaH

0e30macHOCTH; pabOThI ¢
oOpaleHus MU TpaxkaaH
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7.3. TunoBbie KOHTPOJIbHbIE 32aHUS UJIH HHbIE MAaTEPHUAJIbI, HEOOXOUMbIe
JJI51 OlleHKH 3HAHMI, YMEeHHH, HABBIKOB M (WJIN) ONBITA eATEJbHOCTH,
XapaKkTepu3youIuX dTanbl (JOpMUPOBAHUS KOMIIETEHUMI B Mpoiecce

0CBOEHMsI 00pa30BaTeIbHOI MPOrpaMMbl

7.3.1 Tunosbie BONPOCHI K 3a49€Ty

FOCYI[APCTBEHHLIPI MHCTUTYT DKOHOMUKHU, PUHAHCOB, ITPABA U TEXHOJIOTUA
Kadeapa rocyrapcTBeHHOro 1 MyHHIMIIAJIbHOTO YIIPABJIEHHS
BUJIET K 3AYETY Nel
ITo gucimmianae «OCHOBBI JIETOIPOU3BOICTBAY
2017-2018 yu.roxn

TeopeTnyeckue BOIPOCHI:
Tect 1.
[IpakTuKO-OopUeHTHPOBaHHOE 3amanue Nel

H.o.3aB. kadenpoii rocy1apcTBEHHOTO

Y MYHULIMIIAJIBHOIO YIIPABJICHUS kana.nmonut.Hayk SAxumuayk H.H.
(noonucwv)

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

TeoperTryeckre BOOPOCHI:
Tecr 2.
[IpakTHKO-OpUEHTHPOBAaHHOE 3amanue No2

W.o.3aB. kadenpoit rocy1apcTBEHHOTO

Y MYHULIMIIAJIBHOIO YIIPABJICHUS KaHa.moiauT.Hayk Skumuyk H.H.
(noonucwv)

IHpumep Tecra.
Tecr 2 Ilpasunvnvix éapuanmos omeemos moricem 0blimb HECKONbKO
1. B kakoM ciiy4ae NpaBWJIbHO 0OpMIIeH PEKBH3HUT «Apecar»:
1.1. 603400, r. Hmwxauit HoBropon
I'CII-57 np. I'arapuna 46,
BBKY, ka0. 315
H.T. ITaBnoBy
1.2 B xoMHTET 110 A€1aM MOJIOAEKHA
Anmvunuctpanuu Cankt- [letepOypra
r-ny [Ipusanosy T.I1.

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

1.4 Cemenonoit H.H.
nip. [IpocBenienus, a. 6, KB. 22,
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r. Caparos, 305243

2. B kakoM ciydae NpaBMIIbHO 0(popMiieH peKBU3UT «OTMeETKA 0 HAJTUYNH
NPUJI0KEHHS», €CJIH NMPUJIAraeMblii JOKYMEHT B TEKCTe CJIYKeOHOro nmucbMa
He Ha3BaH?
2.1 [Tpunoxenue: [loctaHoBieHue Ha 2 1.
2.2  Ilpunoxenwue: Ha 3 JI. B 2 3K3.
2.3 Ilpunoxenue: 1. CrpaBka 0 COTIaCOBAaHMM MPOEKTA HA 2 1.
2. OT3BIBBI 110 MPOEKTY Ha 3 JI. B 3 IK3.
3. PexBu3ut «McnosHuTe b» odopmiisieTcs ciaelyommuM oopa3om:
3.1 MUcn. Kanunauna I'JI. 245-67-12
3.2  CrenanoB MBan ®enoposuy 145 23 80
3.3  Kiuumosa (89) 561-54-45
34 TI'H. Hosuxos
12317 39
4. B cocTaB pekBu3uTa «OTMETKA 0 3aBePEHUU KOIHI» BXOISAT:
4.1 CrnoBo «BepHo», HaUMEHOBaHUE JIOJKHOCTH, JTMYHAs TOAIKCH, JaTa.
4.2  CnoBo «BepHo», HaUMEHOBaHHUE TOJKHOCTH, JIMYHAS TOAIMHUCH,
paciudpoBka, MOANKCH, AaTa.
4.3 CnoBo «BepHo», HauMEHOBaHUE JOJKHOCTH, JaTa.
5. B kakoMm ciiydyae npaBHJIbHO 0()OPMJIEH PEKBH3HUT «3aroj0BoK»?
5.1 Ilo nuyHOMY COCTaBy
5.2 O mpubopax «PotoH-320%
5.3 «OO0 yTOYHEHHUH IITATOBY.
5.4 OO0 obecrnieueHUN KOHTPOJISL.
6. B kakom ciydae npaBuiIbHO opopmien pexkBu3uT «I'pud yreep:kaenus»?

6.1 VYrBepxueH
IIpuka3 nupexropa HIN
«llemeHT»

12.05.2003 Ne 43-i1

6.2 «<YTBEPIXIEH O»
[Tporokosnom cobpanus
ot 24.10.2003 MNe. 58

6.3 VTBEPXIIAIO

[Ipopekrop no yue6Hoil paboTte

JInunasg noanuces H.W. [Ipoxopos

17.08.2003

7. Pe301I01IMI0 HA CJIYKeOHOM NHCbMe CJeayeT MUCaTh:

7.1 B 3arosioBoyHOM 4acTu JOKyMEHTa Ha CBOOOTHOM OT TEKCTa MECTe.
7.2 Tlox TekcToM.

7.3 Ha mo60M cBOOOIHOM OT APYTUX PEKBU3UTOB MECTE.
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8. OTTHCK nmeYyaTu NPoCTABJIAETCH:

8.1 Ha mo6om cBOOOTHOM MecTe HIKE peKBU3UTA «Iloamucey.

8.2 Ha cB0oOOgHOM MecCTe JieBee MOAMNUCH, C YaCTHYHBIM IIEPEKPBITHEM JTUIHON
ITOIIHCH.

8.3 Ha cBoOogHOM MeCTe, ¢ YaCTHYHBIM IEPEKPBITUEM JTUIHOU MTOAIUCH U
HAaUMEHOBAHUS JOJDKHOCTH.

9.JlokyMeHT, He U3JAK0IIHNICS HA OCHOBE eIUHOHAYAJINSI:

9.1 Vka3ul

9.2 Vkaszaunus

9.3 Ilpukasbl

9.4 Pemrenwme (s1).

10. lokymMeHT, He OTHOCAIIMICS K HH(OPMAIITHOHHO- CIIPABOYHBIM:

10.1 Ilucema.

10.2 JloknaaHble, CIyKeOHbIE U O0BSICHUTEIIBHBIC 3aITUCKH.

10.3 CnpaBku.

10.4 AKTEL

10.5 dorogop.

IIpuMep NpaKTHKO-OPHUEHTHPOBAHHOIO 32/ IaHHU.

Ilpakmuko-opuenmuposannoe 3adanue Ne 1:

IIpencenarens deaepadbHOr0 roCyaapCTBEHHOTO OIOMKETHOTO YUPEKIACHUS
Hayku DenepanbHbli HUCCIEAOBATENBCKUN HEHTp "KapenbCKuil Hay4YHBIM LEHTP
Poccuiickoit akanemuun Hayk" (cokpami. - KapHI[ PAH) O.H. baxmer 15 wmas
TEKYLIEro rojia u3jai U noAmnucan pacnopsskeHne o0 y4acThd B OOIIETOPOACKOM
cy00oTHuKe. OOmeropojackoil cyO00OTHUK IO YOOpKe ropoja MoJ JAEBU30M
«JIrobuMoMy TOpOay — JOCTOMHYHO YHUCTOTY» MPOBOAWICS AJIMUHUCTpalUCH
r.Ilerpo3aBojcka 18 Mas Tekymiero roaa.

CocraBpTe PacnopsbkeHne, B KOTOPOM MPEANKCHIBAETCA MOAPA3AECICHUAM
KapHIIl PAH npunsate yuactue B 001mEropockoM cy0OOTHUKE HA TPUIIETAIONIUX
Kk lleHTpy TeppuUTOpUsIX M B NPOU3BOACTBEHHBIX MOMELICHHUSIX. OpraHu3anus
paboThI 10 YOOpKE TEPPUTOPHH BO3JIaraeTcs Ha HavaJbHUKA aJMUHUCTPATHUBHO-
XO3SMCTBEHHOTO oraena  B.Il.Mapkosy. HavanbHuky ~ aBTOXO03sMCTBA
O.B.Py6aHoBy npeanuchiBaeTCs BBIICIUTH aBTOTPAHCIOPT MJisi BBIBO3a MycCOpa.
Hcnonnurens pacnopsixenns OkarbeBa C.b.

7.4. MeToguvecKkue MaTepHuaJibl, ONpeaeJsa0lue Npoueaypbl OLeHUBAHUS
3HAHUH, YMEHHU I, HABBIKOB MJIM ONBITA AEATeJbHOCTH, XaPAKTEPU3yIIHe
3Tanbl (OPMUPOBAHUA KOMIIETEHIIM A

B TUDOIIT pns oueHKHM 3HAHUN, YMEHUMN, HABBIKOB WU (WJIM) OIBITa
JEeATEIIBHOCTH HMCMOJIb3yeTCsl OayuibHO-peiThHTrOBas cucrtema. llox OGamibHO-
PEUTUHTOBOM CUCTEMOW MOHUMAETCA CUCTEMA KOJMYECTBEHHOW OLCHKH KAayeCTBa
ocsoeausi OIl BO. Ilpu sToM wu3ydaemas JIUCHUIUIMHA JEJIUTCA Ha P
CaMOCTOSITEJIbHBIX, JIOTHYECKH  3aBEpPIICHHBIX  pa3iesioB  (MoOJynei) ms

IMPOBCACHUS 110 HUM KOHTPOJIbHBIX MGpOHpHHTHﬁ.
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Texymmii KOHTPOIL MPEACTABIIET COOOM MPOBEPKY YCBOCHUS y4eOHOTO
Marepuansa  TEOPETUYECKOTO0 M MPAKTHUUECKOrO0  XapakTepa,  PEeryJspHO
OCYUIIECTBIISIEMYIO Ha TPOTSHKEHUU cemecTpa. K JTOCTOMHCTBaAM JaHHOTO THIIA
OTHOCUTCS €ro CHUCTEMAaTUYHOCTb, HEMOCPEICTBEHHO KOPpEIUpyromascs ¢
TpeOOBaHHEM MOCTOSIHHOT'O U HEMPEPHIBHOIO MOHUTOPUHTA KauecTBa OOy4YeHUs, a
TaK¥Ke BO3MOKHOCTb OAJITbHO-PEUTUHTOBOM OLICHKHM  YCIIEBAEMOCTHU
oOyuaronuxcs. K ocHOBHbIM (hopmMaM TEKYIIEro KOHTPOJIs (TEKyIIel aTTecTalim)
MO>KHO OTHECTH YCTHBIHN OIPOC, MMCbMEHHBIC 3a/IaHMsI, KOHTPOJIbHBIC PAOOTHI.

[IpoMexyTouHas arTecTalusi, Kak MPaBHIIO, OCYIIECTBISIETCS B KOHIIE
ceMecTpa U MOXKET 3aBepIIaTh M3yuyeHUE KaK OTAEIbHOW NUCIUIUIMHBI, TaK U €€
pasnena (pa3nenoB) /Moxyist (Moxyneit). [IpomexyTodHas arrectanys MOMOTaeT
OIICHUTH OOJIee KPYITHBIE COBOKYITHOCTH 3HAHUW M YMEHHH, B HEKOTOPBIX CITydasx
— npaxe (QOpMHUPOBAHUE OIPENETICHHBIX MPOPECCHOHANBHBIX KOMIETCHIIHA.
JlocTOMHCTBA: TMOMOTAET OIEHUTh OoJiee KPYMHBIE COBOKYMHOCTH 3HAHUN W
yMEHUN, B HEKOTOPBIX CiIy4asx — Jaxe (HOpMUPOBAHHE OIpPENeTIeHHBIX
npodeccuoHanbHbIX KoMmmeTeHuil. dopma NpPOMEKYTOYHOM aTTecTalud 10
muctutuinHe  "OcHoswl  denonpou3goocmea’. 3adeT. Tekylmuid KOHTPOJIb U
MPOMEXKYTOUHAs aTTecTalus TPAJAUIMOHHO CIYXaT OCHOBHBIM CPEIACTBOM
oOecrieueHusi B yueOHOM MpoIecce «0OpaTHON CBSI3W» MEXIy MpernojaBaTeieM U
oOy4Jaronmmcsi, HEOOXOAUMOM JJIsi CTUMYJMPOBAHUS PabOTHl OOYYaIOIIUXCSA U
COBEPIIICHCTBOBAHMSI METOUKH MPEIOaBaHUS yISOHBIX JUCITUTUIHH.

[To pe3ympTaTam MPOMEKYTOYHON AaTTECTAIlMH CTYJEHTY 3aCUUTHIBACTCS
TPYAOEMKOCTh  AWCIUIUIMHBI B 3a4ETHBIX  CAWHMIAX,  BBICTaBJISAETCS
mupdepeHMpoBaHHas  OLIEHKA B NPHUHATOM  By3€  CUCTeMe  0ailios,
XapaKTEPHU3YIOIas KaueCTBO OCBOCHUS CTYICHTOM 3HAHWH, YMEHUI U HABBIKOB I10
3TOW JUCIUILIHE.

YPOBHHM OCBOEHUA JUCHUITJIMHBI

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

Ouenka «3auyTeHo» (Oosiee 55 OayyoB) CTABUTCA, €CJIM OOyYarolUics
OCBOWJI TIPOTPAMMHBIM MaTepuajd BCEX pa3leiioB, 3HAET OTMACIbHBIC JETalH,
MOCJICIOBATEICH B HW3JIOKCHUM  IPOTPAaMMHOTO  MaTepHiayia,  BIIaJeeT
HEOOXOJMMBIMA yMEHUSMH W HaBBIKAMH TIPH  BBIMOJHCHUU TIPAKTHYCCKUX
3aJIaHUM.

Ornenka «He 3a4TeHO» (MeHee 55 0aioB) CTaBUTCS, €CIU 00ydJarouuics
HE 3HACT OTJCIBHBIX Pa3JeJIOB IMPOrpaMMHOT0 MaTepHuaja, HEIOCIeA0BaTeICH B
€ro W3J0KEHWH, HE B TIOJHOM Mepe BiIaleeT HEOOXOIWMBIMUA YMEHHSIMHU U
HaBBIKAMH TIPH BBITTOJIHEHUH MPAKTUICCKHUX 3aJaHUM.

8. [lepeyeHb OCHOBHOI M JONOJTHUTEIBLHOMH YUeOHON JTUTEpPaTyphl,
HE00X0IMMOi1 17151 0CBOCHUS TUCUHUILIMHBI (MOYJIA)

a) HOPMATHBHbIE IPABOBbIE AKTHI:
22



S. Koncturymus Poccuiickoir ®@enepanun ot 12.12.1993r. (npunsita
BCEHApOJHBIM rojocoBanueM 12.12.1993) (¢ yuéroM mMoONMpaBOK, BHECEHHBIX
3akoHamu P® o nompaBkax k Konctutymum P® ot 30.12.2008 N 6-®K3, ot
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-OK3).//
Co6panue 3akonogatenbctBa PO. - 04.08.2014. - ¢31. - c1. 4398.

6. TpynoBoii konekc Poccuiickoit deneparuu ot 30.12.2001 N 197-D3
(B pen. ot 31.12.2017). /l «Cobpanue 3akononatenscTBa POy, - 07.01.2002. - N 1
(dacts 1). - cT. 3.

7. "O6 wuHdopmanyu, HUHPOPMAIMOHHBIX TEXHOJOTHUSAX W O 3aIIUTe
unpopmanuu". @DenepanbHbiii 3axkoH ot 27.07.2006 N 149-®3 (pea. or
25.11.2017) (¢ w3m. m gmom., Bctym. B cmiry ¢ 01.01.2018)// "CobGpanwue
3akoHojatenbcTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

8. «O0 apxuBHoM gene B Poccuiickoit ®enepanuny». dDenepanbHbIi
3akoH ot 22.10.2004 N 125-®3 (pea. or 28.12.2017). // «CoOpaHue
3akoHomaTenbcTBa POy, 25.10.2004. - N 43. - cT. 4169.

Q. «O0 ytBepxkaeHun IlpaBun nenonpousBojcTBa B (eaepabHbIX
opraHax HCHOJHUTENbHOU Biactw». I[locrtanoBnenue IIpaBurensctBa PO ot
15.06.2009 N 477 (pen. ot 26.04.2016). // «Cobpanue 3akoHOAaTEIbCTBA PDy. -
22.06.2009. - N 25. - ct. 3060.

0) oCHOBHasI JIMTEpPaTypa:

10. AcammeB A. M. OCHOBHI JI€JIONPON3BOACTBA: yueO. mocooue / A.M.
Acamues, .11. Muponosa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-¢ u3z., ucnp. u
gon. — M.: MHOPA-M, 2017. — 146 c. — (Beicmee oOpa3zoBaHue:
bakanaBpuar). [DnexTponHsIit pecypcl]. URL:
http://znanium.com/bookread2.php?book=782839.

11. beikoBa T. A. JloKyMEHTaMOHHOE OOECHEUYECHHUE YIpaBICHUS
(memompou3BoicTBO): yueb. mocodbue / T.A. breikoa, T.B. Kysnemona, JI.B.
CankuHa. — 2-¢ u3j., nepepad. u gomn. — M.: UHOPA-M, 2017. — 304 c. + [om.
MaTepHuaibl [ JIeKTpoHHbBIN pecypc; Pexum gocryna http://www.znanium.com]. —
(Boiciiee  oOpazoBanue: bakamaBpuar). [DnmextponHsiii  pecypc]. URL:
http://znanium.com/bookread2.php?book=762591.

12. Tlamacemko IO. A. Jlemompou3BOJACTBO: JOKYMEHTAIIMOHHOE
obecricueHue ymnpapjiaeHus: YaebHoe nmocooue / [Tanacenko FO.A., — 3-e m3g. —
M.: PUOP, UIHOPA-M, 2016. — 112 ¢. — (BO: bakanaBpuar). [I1eKTpOHHBII
pecypc]. URL: http://znanium.com/bookread2.php?book=542773.

B) JIONOJIHUTEJIbHASA JIUTEpaTypa:

13. Angapeesa B.W. Jlemonpoun3BoicTBO: opraHu3aiusi U BeaeHue. — M.:
KnoPyc, 2013. — 294 C. [ DneKTpOHHBIN pecypcl]. URL:
https://www.book.ru/book/907458.

14. bacakoB M.U. JlokyMeHTallMOHHOE oOOecreueHrne ympaBiaeHus (C
ocHoBamu apxuBoBeneHus). — M.: KuoPyc, 2016. — 216 c. [DnekTpoHHbBII
pecypc]. URL: https://www.book.ru/book/918426.
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15. JlokyMeHTaIllMOHHOE OOECTIECYCHHE YMPABICHYECKUX IMPOIECCOB:
monorpadus / JI.B. llupokosa, N.A. ActadpreBa. — M.: Pycaiinc, 2016. — 110 c.
[DnexTponnsbIi pecype]. URL: https://www.book.ru/book/921995.

16. KupcanoBa M. B. Kypc nenonpousBoJCTBa: JIOKYMEHTallMUOHHOE
oOecriey. ympasi.: Yue0. noc. / M.B.Kupcanosa, FO.M.AkceHoB — 6 u3l., uctp. u
non. — M.: HUIl UH®PA-M, 2014. — 256c¢. + ( dom. Mar. znanium.com). —
(BO: bakanaBpuar). [ DNEKTPOHHBI pecype]. URL:
http://znanium.com/bookread2.php?book=460967.

17. Pa3pmopoxubii A. A. JIOKyMEHTHpPOBaHUE  YIPABICHUYECKON
nesTenpbHoCTH: YueOHoe mocooue/Pazmopoxusiii A. A. — M.: HUL] UHOPA-M,
2016. — 304 c. — (Beicmee oOpazoBanue: bakamaBpuar). [DIEKTPOHHBINA
pecypc]. URL: http://znanium.com/bookread2.php?book=542806.

18. Coxomora O.H., AkumoukuHa T.A. JlokyMeHTallHOHHOE O0ECTICUCHHE
yIOpaBJICHUS B OpraHu3aluu: ydeOHoe mocobue misi OakamaBpoB — M.:
M3natenbctBo  KnoPyc, 2016. — 156c¢. [Dnexktponnbsii pecypc]. URL:
https://www.book.ru/book/9185009.

19. YepuoBa C.I'. [lokymeHTallmoHHOE OOECIEUYCHHE YIPaBICHUS
[DnexTpoHHBIN pecypc] : yuebd. mocodbue / HoBocub. roc. arpap. yH-T, DKOH. (ak.
— HoBocubupck: 3onoroii kojoc, 2014 - 106 c. [Dnexkrponnsiii pecypc]. URL:
http://znanium.com/catalog.php?bookinfo=516760.

9. Ilepeuennb pecypcoB HHGOPMAIMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
«/HTEpHET», HEOOXOAMMBIX /IJI51 OCBOCHHS AU CIHUTLIUHBI (MOYJIA)

OnekmpoHuwvle npoghunvibvle 6A3bl OAHHLIX/ CaliMbl.

1. Bcepoccuiickuii Hay4YHO-HCCIIEOBATEIBCKAN HHCTUTYT JOKYMEHTOBEICHHUS
u apxuBHoro gena (BHUMIAM). [Daektponnsiii  pecypc]. URL:
http://www.vniidad.ru

2. T'unpaust ympaBisiomuX JAOKyMeHTanuen. [Dnektponnsiii pecypc]. URL:
http://www.gdm.ru.

3. XKypHan genonpom3BOACTBO H JOKYMEHTOOOOPOT Ha TMPEANpUATHH.
[DnexTponnsbiii pecypc]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

4. Tapanr. [DnexkrponHsiit pecypc]. URL: http://www.garant.ru/.

5. denepanbHas apxuBHas ciayxk6a Poccum (PocapxuB). [DneKTpOHHBIM
pecypc]. URL: http://www.rusarchives.ru.

6. MudpopmannoHHBIHI opTall. [DJIeKTPOHHBII pecypc]. URL:
http://www.document.ru.

10. MeToauyeckne ykazaHus JJis 00y4alOMUXCS M0 OCBOCHUIO TUCUMILINHBI
(Mmonxyst)

CamocrosiTenbHasi MOArOTOBKA 00y4aroIIMXcsl MPOBOJUTCA AJI YIiTyOneHus
Y 3aKpEIUIeHHs] 3HaHWUM, MOJYYEHHbIX Ha JIGKIUSAX U APYrUX BUAAX 3aHATUH, IS
BbIPa0OTKH HaBBIKOB CaMOCTOSITEJIbBHOTO INPUMEHEHHUS HOBBIX, JOMOJIHUTEIbHBIX

3HAHUU U IMOATOTOBKH K IIPCACTOAIINM y‘IC6HBIM 3aHATHAM, 3a4UCTYy.
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BaxxHpiM  ycrmoBHEM  yCHEWMIHOTO HW3Y4YE€HHUS AUCHMILIUHBI  SIBISETCS
noceuenue jekuuil. Ilox nocemenneM noapasymeBaercss He (popMa MAaCCUBHOTO
IPUCYTCTBHS, @ aKTUBHAs paboTa MO M3y4EeHHIO HOBOro Marepuaia. Iloaroroska k
JEKIMOHHBIM 3aHATUSAM BKIIIOYACT B ce0s aHANIM3 MpeularaéMbIX JUIsl U3yYEHUs
BOIPOCOB, M3yYE€HUE HOPMATUBHBIX HCTOYHUKOB M Y4eOHOH U HaydyHOU
JUTEpaTypel IO paccMaTpUBAaEMbIM BoIpocaM JieKIMU. B mporecce nexuuu
oOyyaroluiics MOXET 3a/JaBaTh  YTOYHSIOLIME BOMNPOCHl, OCYLIECTBUTH
B3aMMOCBSA3b HOBOI'O MaTe€pHalia C YK€ HU3YYCHHBIM, MOATOTOBHUTH 0a3zy is
3¢ (HEKTUBHOTO HCIIONB30BAHMS TONYUYEHHBIX 3HAHHUM, OOJETYUTh MOJATOTOBKY K
IPAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIIOCOOOM (PUKCAIUU JIEKIIHOHHOTO
MaTepuaia SBISIETCS KOHCIEKTUPOBAHME, MPENCTaBIAIoNIee COOOM HE TOJBKO
¢uKkcalnio BaKHEHIIMX MOMEHTOB JIEKIIMM, HO M YKa3aHHE TNPUMEPOB s
MOHMMAaHUS TOTO UM HHOTO TEOPETHUECKOT0 MaTepuraia.

[Ipy moAroTOBKE K MPAKTUYECKOMY 3aHSATUIO HEOOXOAMMO MCIIONb30BaTh
KOHCIIEKTUPOBAaHHBIE MaTepUalbl JEKIUH, Y4EOHYI0 U HAY4YHYIO JIUTEPATYpY.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXKIEHHE BOIPOCAM MPAKTUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJIBKO IMPOYTEHHE MAaTepHalia, HO U €ro aHaju3 U
KPUTHYECKYIO OIeHKy. OOyuaroniemycs CjleIyeT BbIABUTh MAaJOU3Yy4YCHHBIC
aCIeKThl PaCCMAaTPUBAEMBIX BOIPOCOB, MPOSBUTh MHUIMATUBY IPU MOATOTOBKE K
IPAKTHYECKOMY 3aHSTHIO.

[Ipn mOATrOTOBKE K MPAKTUYECKUM 3aHATHSMU U 3a4eTy PEKOMEHIYETCS
CUCTEMATU3UPOBATh 3HAaHMS, H300paxkas MX B TaOJIMYHOM, rpaUyEcKOM WIH
CXEMaTUYHOM BHUJIE. DTO TO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3y4aeMbIX SBIICHUH,
YIPOCTHT 3aJady 3allOMHHAHHUS MaTepuaja, OOJErdyuT MPOIecC MPaKTHUYECKOTO
PUMEHEHHS TTOTyYEeHHBIX 3HAHUI.

3amayell  OPaKTUYECKUX  3aHATHA  SBISIETCS  BbIpaOOTKAa  yMEHMS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHMS, TNPOSBUTH HAJIUYME MPAKTHUYECKUX
HaBbIkOB. Ilpn  moaroroBke K  MPakTUUYECKOMY  3aHATUIO  CIEAyeT
3a0J1arOBpeMEHHOr0 00ECTIeYUTh HaJMuue HEOOXOAMMO IJsi JTaHHOTO 3aHSTHS
MaTepuasa, CaMOCTOSITEIbHO TIOBTOPUTh PAHEE N3YUECHHBIE TEMBI.

JUis yCHEHNIHOrO OCBOEHUS JUCUUIUIMHBI Ba)KHBIM SIBJISIETCSI YMEHHE
paboTaTh ¢ TepMUHAMHM W HMX ompeneiaeHusMu. s paboTel ¢ TEpMHHOJIOTHEH
(b (HEKTUBHBIM SBIISETCS UCIOJIb30BAaHUE KaK Y4eOHOW U HAYYHOM JIUTEpaTypHI,
TaK U CJIOBAPEMN.

Pabota ¢ TepMHHaAMU MOXKET OCYIIECTBIATHCS Kak B (JOPME COCTABICHHS
COOCTBEHHBIX TEMATHUYECKHX CJIOBAPUKOB ISl ymOOCTBA M CKOPOCTH TIOWCKA
HeoOxoaumoro TepMuHa. C  3TOW 1EIbI0O  HEOOXOAMMO KaXAbli HOBBIN
BCTPEUAIOIIUIICS TEPMUH 3allMChIBAaTh U BO BPEMS TIOJTOTOBKH K CEMHUHAPCKUM H
NPAKTHUYECKUM 3aHSTHUSM YKa3bIBaTh COOTBETCTBYIOIEE ompeneseHue. B ciaydae
BO3HUKHOBEHHUSI CJIO)KHOCTH BbIOOpa OIpenesieHUs] W3 UMEloulerocss oobeMa B
pamMKax Hay4yHOTO 3HaHHMs HEOOXOIMMO 3a/JaBaThb BOMNPOCHI MPENOAABATENIO B
pamKax JIEKIMOHHBIX U MPAKTUUYECKUX 3aHATUH.

WNuTepakTuBHBIE (OPMBI MPOBEIEHUS 3aHATHI MO IUCHUILINHE «(OCHOGb
0€e10npouU3600CcmeEay BKIIIOYAIOT B c€0s1 CIEAYIONIUE BUAbI 3aHATHI:
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- epynnosvie OucKkyccuu, TPUMEHSIOTCA 17 oOecreyeHus HaBBIKOB
KOMaHJTHOM paboThl U MEXJIMYHOCTHOM KOMMYHHMKAIMU U TIPENICTaBIAIOT COOOM
OLICHOYHOE CPEACTBO, IO3BOJISIONIEE BKIIOYUTH OOYYaIOIMIUXCA B IPOIIECC
OOCYXJIeHHUsI TPEACTABICHHOW TEMbI, MPOOJEMbl W OLEHUTh HUX YMEHHE
apryMEHTUPOBAaTh COOCTBEHHYIO TOUKY 3peHus. Kpome Toro, B Xxoje 3aHATHI
MIPOBOJSTCS KPYIJIbIE CTOJIBI 110 3aJaHHBIM TEMATHUKaM.

- ananuz cumyayuil (xetic-memood) — TEXHHUKAa OOYUYCHMsI, MCIOJIb3YIOIIas
OMMCaHUE pealbHbIX cuTyanud. OOyyaromuecss JTOJDKHBI MPOaHATU3UPOBATH
CUTYaIlNIO, pa30o0paThCsi B CYyTH MPOOJIEM, TPEAJIOKUTh BO3MOXKHBIE PEIICHUS U
BBIOpaTh Jiydiliee W3 HUX. B OCHOBE METOJla KOHKPETHBIX CHUTYallUd JIEKUT
OMHMCAaHWE KOHKPETHOW MpOo(eCcCHOHATHLHON AESITEIbHOCTH WM 3MOIMOHAILHO-
IIOBEJICHYECKUX AaCIIEKTOB B3aUMOACUCTBHS Jtojeu. 1Ipu m3ydyeHuMM KOHKpPETHOMN
CUTyalldd, M aHaJIM3€ KOHKPETHOTO MpUMEpa CTYACHT JOKEH BXKUTHCS B
KOHKPETHBIE  OOCTOSITENILCTBA, TOHSTh CHUTYallUl0, OLIEHUTh OOCTaHOBKY,
OTIPEJICNINTh, €CTh JIU B HEH mpobiieMa U B 4eM ee CyTh. ONpeeuTh CBOIO pOib B
penieHuu npoosieMbl U BEIpadOTaTh 11€J1eCO00Pa3HYI0 JMHUIO MTOBEICHUS.

[Ipy nNOAroTOBKE K MNPOMEKYTOUHOMY WIM HWTOTOBOMY TECTHUPOBAHUIO
HEOOXOJMMO M3YYHTh TEOPETHUYECKHM W TMpaKTHUYeCKuH wmatepuai. TecTtoBbie
3a/laHus (C TIepeYyHEeM BO3MOKHBIX BAPUAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBl
OJIMH OTBET SIBJISIETCS HEBEPHBIM) OOECMEYMBAIOT CTPYKTYPHOCTb MHBIILJICHUS,
BBIHYKJECHHOTO BBIOpAaTh U3 MPEAJIOKEHHBIX BapHAHTOB OTBET BCE IPaBUJIbHbBIC
BapuaHThl. DPHEKTUBHBIM CIIOCOOOM ISl TOJATOTOBKH K TECTUPOBAHUIO SIBIISICTCS
paboTa 00ydaroerocsi Mo PEHIeHUI0 TECTOBBIX 3aJaHUM, MPEJOCTaBICHHBIX IS
CaMOCTOATENbHON paldoThl. Takke NMpU MOATOTOBKE K TaKOW (opMe KOHTPOJIA
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEIyEeT CAMOCTOATEIbHO MOMBITATHCS
npopadoTaTh paccMaTpUBaeMble B JUCIUIUIMHE BOMPOCH B (hOpME COCTaBIICHUS
TECTOBBIX 3aJIaHUMU.

[Ipy moaroToBke K 3aveTy CIEIyeT HUMETh B BHUAY, UYTO OH SIBISIETCS
HUTOTOBOM (pOpMOY KOHTPOJISI IO U3YUYEHUIO TAHHOW YYCOHOW MUCHMIUIMHBI. 3a4yeT
MOApPAa3yMEBAET  MAKCUMAJIbHYK0  KOHUEHTpPAlMK  3HAHUM W YMEHUH,
MPEANOIAraloInX MOJHOE U3YYEHHUE MaTepHrana IUCIUIIINHBI.

3ader mpoBOAMTCS B (QOpME YCTHOTO COOECEIOBAHMS W BBIMOTHEHUS
MUCBMEHHOTO 3a/IaHusI, THOO TecTa.

Pemienne nmnpemnogaBarenss 00 HWTOTOBOM  OIEGHKE MPUHUMAETCS 10
pe3yJibTaTaM YCTHOTO OTBETa U BBIMIOJHEHHOTO TMHCHbMEHHOTO (TE€CTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT IIIKaJIbl OI[EHKHU.

Pabora ¢ neyaTHBIMU U3IAaHUSIMU JJIsI 00YUYAIOIIErocsi MOXKET OBITh CBsI3aHA
C TPYAHOCTSMH B 00JacCTH JOCTyla K COBPEMEHHOM Hay4yHOU me4aTHOM
auTepatype. B CBS3M ¢ pa3BUTHEM HAyYHO-TEXHHUYECKOrO IMporpecca B TaKou
CUTYyalluy HAJIJIEKUT BOCIOJIb30BATHCS MaTEpUaIaMu, HaXOASIIUMUCS B OTKPBITOM
noctymne cetu Internet. Taxyke HEOOXOJUMO YUWUTHIBATH, YTO MO COCTOSHHUIO Ha
CErOJIHSIIIIHUI JIEHb MHOTHE CIIPABOYHBIE IIPABOBBIE CUCTEMbBI COIEPKAT HE TOJIBKO
TEKCT HOPMATHBHBIX AKTOB, HO M Hay4HbIE€ CTAaThbU IO Pa3IMYHBIM BOIPOCAM
(manpumep, CIIC «Koncynprant [Lmrocy). OqHOBpEMEHHO ClieyeT OOpaTUTh CBOE
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BHUMaHWE Ha MyOIUYHBIC OMOIMOTEKH, MPEOCTABIISIIOININE BOZMOXHOCTH JIOCTYyTa
K 3JIEKTPOHHBIM BEPCHUSIM IIE€YATHBIX NCTOYHUKOB.

B cuily KpaTKOBpEMEHHOCTH M3YYEHHUS U 3HAUYUTEIHLHOTO 00beMa JTaHHOMU
y4eOHON NUCHIMIUIMHBI Kadepa HACTOATEIbHO PEKOMEHIYEeT CUCTEeMAaTHUYeCKH, a
HE AMU30NYECKH paboTaTh HAJl U3YYEHUEM Kypca.

11. Ilepevyenb MH(POPMANUOHHBIX TEXHOJIOTHI, HCIOJIb3YEeMbIX NIPH
OCYyIIECTBJIEHMH 00Pa30BATEJIbHOI0 MPOIECCa M0 JUCHUILINHE (MOTYJII0),
BKJIIOYAS NepevYeHb MPOrPAMMHOI0 o0ecniedyeHUus1 1 UHPOPMAMOHHBIX
CIPABOYHBIX CUCTEM

[IporpammHoe obecnieyeHue:

Onepannonnas cucrema (MicrosoftWindows Ilponpuemapnas);

[Taker oducubix mporpamm (Microsoft Office Iiponpuemapnas);

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

[TporpammHBIC CcpelcTBa, OOECHEUMBAIOIIME MPOCMOTP BHACO(DAIOB B
dopmatax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU Lesser
General Public License);

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

AnTuBupyc (Kacnepckuit Open Space Security Ilponpuemapnas).

NHudopManmoHHbIe CIIPAaBOYHBIE CUCTEMBI:
1) ABTomatu3upoBanHas HHpoOpMaIMonHas onbanorednas cucrema Marc21SQL;
2) CnpaBouHo-1ipaBoBas cucrema «KoncynbrantlLmocy

12. MaTepuaibHO-TeXHHMYECKas 0a3a, HEOOX0AUMAs ISl OCYHIeCTBJIEHUS
00pa30BaTeJIbHOIO NMPoLecca Mo AUCHUIINHE (MOTYJII0)

No
u/n HaumenoBanue KoaunuectBo
1. Cl'IeI_II/IaJ'H/ISI/IpOBaHHBIe AyJIUTOPUH:

MexkadenpainbHas 1a00paTopus COLUATBHO-3KOHOMHYECKUX
uccraenoBanuii /YueOHasi ayuTopus JUTsl IPOBEACHUS 3aHSITHMA
JIEKIIMOHHOTO THUINA, 3aHATUN CEMHUHApPCKOIO THUIIA, KypCOBOIO
MPOEKTUPOBAHUSI (BBIMOJHEHUSI KYPCOBBIX padoT), IpyNIOBBIX 1
U WHIUBUIYAIbHBIX KOHCYJBTALMM, TEKYIIEro KOHTPOJS U
IPOMEXYTOUHOM aTTecTand / KOMIIBIOTEPHBIA Kiace /
MOMEIIEHUE JJIT  CaMOCTOSITeIbHOM paboTel:  Ned6  (yi.
Ponmnckas, 5)

2. | Texamueckue cpencTa o6ydeHus:

KOMITBIOTED C MTPOrpaMMHBIM obecriedeHrnem Ne 46, | 31
3. | CnenmanusupoBaHHBIE ayTHTOPUH:

YueOHBIC ayTUTOPHUH IS TPOBEACHUS 3aHATHN JICKITMOHHOTO

TUTA, 3aHATHH  CEMHHAPCKOTO  THUMA, TPYIIOBBIX H 9

UHAMBUIYAIbHBIX KOHCYJbTALIMHA, TEKYLIEro KOHTPOJIS U
npoMekyTouHo# arrectaumu: Ne 06, 08 (yi1. PommHckas, 5)

27




4. | TexHnueckue cpeacTBa OOYUEHHS:

9KpaH HacTeHHbIN Ne 08

MyJIbTUMEIUUHBIA PpoeKTOp Ne 08

KOMIBIOTEP € MporpaMMHbIM obecnieueHrneM Ne 08
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