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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.

AxmyanvHocmes W3y4YeHUsS] AUCHUILUIUHBL «OCHOBbL  0e10npou3800Cmea
OTIPEIEISIETCSl 3HAYMMOCTBIO POJIM JIOKYMEHTOB B MHPOBOM HH(DOPMAIMOHHOM
IPOCTPaHCTBE. B COBpPEMEHHBIX YCIOBHUSX [UIsl TMOBBIMICHUS 3(PGEKTUBHOCTH
yIpaBiIeHUST HEOOXOUMO YJENATh TOCTATOYHOE BHUMAaHUE COBEPIICHCTBOBAHUIO
paboThl C MOKYMEHTaMH, TaK KaK BCAKOE YIPABICHYECKOE pEIICHUE BCEr/aa
0asupyeTcst Ha HHPOPMAIINH, Ha CITy>KeOHOM JokyMeHTe. Opranuzanus paboThl ¢
JOKYMEHTaMU BJIMSIET Ha Ka4yeCTBO pabOThI anmapara yrnpaBieHHs, OpraHU3aIUIo U
KyJIbTYpy TpyAa YIpaBIE€HYECKHX paObOTHUKOB. OT TOro, HACKOJbKO
npo(eCCHOHANBHO BEJETCS JOKYMEHTallus, 3aBUCUT YCIEX YIPaBICHUECKON
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 OpraHW3allud JUIsl Pa3BUTHUS YMEHHM 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, YIPEKICHHUSIX.

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

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

4, N3yunts OpraHu3alui  JOKYMEHTO00OopoTa Ha  COBPEMEHHBIX
MPEANPUATHSX.

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
COBEPIIICHCTBOBAHUS JOKYMEHTAIIMOHHOTO 00ECTICUeHHs yIIPaBICHMSI.



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

NporpamMmbl

HuctumnHa «OcHogbl 0e10npou3so0cmea» y4acTByeT B (HOPMUPOBAHUU

CJICTYIOIIMX KOMIIETCHIIH:

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; HOPMAaTHUBHO-TIPABOBOM 0a3sl
OpraHu3aluu JIEJIONPOU3BOCTBA B chepe

npodeccHOHAIbHON eSTEIbHOCTH; IPABUJI COCTABIICHHUS,
00pabOTKM, JBHMXKEHHSA, XPAHEHUS U UCIOJIb30BaHUA
JIOKYMEHTOB B OpraHW3alliy; IpeJIHa3HAaYeHUs] U COCTaBa
OpPraHU3allMOHHO-NIPABOBBIX ~ M PACHOPSAUTENIBHBIX
JOKYMEHTOB, UX ()YHKIHU ¥ TOpsiIKa pa3paboTKH; OCHOB
JIeJI0OBOTO OOIIEHUS.

YMeHHA: OCYILECTBIATH JEIOBOE OOIIEHUE; NMPOBOIUTH
IIEPEroBOphl; COBEIIAHMs;  pa3padaTbiBaTh JIOKAJIbHBIC
HOpMaTUBHbIE JOKYMEHTBHI, peraamMeHTHpyoIre
YIPaBJIEHYECKYI0  JESATENbHOCTh;  BECTH  JIEJIOBYIO
NEepenucky, B TOM YHUCIE C  HCIOJIb30BAaHUEM
COBPEMEHHBIX 3JIEKTPOHHBIX (opM OOMEeHa 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-
KOMMYHHKAIIMOHHBIX TEXHOJOIMH B cepe opraHuzanuu
JENIONPOU3BOJICTBA;  OCOOCHHOCTEH  COCTaBIEHUS U
odopmienus CIPaBOYHO-MH(POPMALIMOHHBIX U
CIPaBOYHO-aHATUTHYECKMX JIOKYMEHTOB Ha OCHOBE
UHPOPMALIMOHHOM U  OuOnIMorpaguueckoi KymnbTypHI;
BUJIOB OOpalleHUil TrpakJaH M TEXHOJOTUHl 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 CIIPABOYHBIMHU MTPABOBBIMH CUCTEMaMH.
HaBpIku: moucka ¥ aHajau3a HOPMATHBHBIX U MPABOBBIX
JIOKYMEHTOB, PErJIaMEHTHPYIOIIUX JEIOMPOU3BOJICTBO C
UCIIOJIb30BaHUEM HH(OPMAITMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH, BEJICHHSI JIeTIONPOM3BOICTBA u
JTOKyMeHToOOopoTa B cdepe  mpodeccHoHATBHON
JeITEILHOCTH C  y4eTOM OCHOBHBIX  TpeOOBaHMIA
UH(POPMALIMOHHOM 0e301acHOCTH; paboThI c
00OpaIeHUsIMU TPAK/IaH.
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3. MecTO AUCHUILIUHBI B CTPYKTYpe 00pa3oBaTeibHOH MPOrpaMMbl

Juctummaa b1.6.19 «Ocnoswl denonpoussoocmeay siBASETCS OUCYUnIuHoOU
bazo6oti uacmu JJIA TIOATOTOBKUM CTYACHTOB 10 HampapieHuto 38.03.04 —

['ocynapcTBeHHOE M MYHUITMTIIAIBHOE YIIPABIICHUE.

Iudp [IpenmectByromue IUCHUIIITMHBI [Tocnenyromume TUCUUTIITAHBI
KOMIIETEHIUH y4eOHOTr0 IJ1aHa, B KOTOPBIX y4eOHOT O IJ1aHa, B KOTOPBIX
0OCBaUBaCTCI KOMIICTCHIIMS OCBaMBACTCI KOMIICTCHIIMS
Putopuxa
(1 cem)
OIIK-4 JlenoBble KOMMYHUKAIUU
WHupopmalinoHHbIE TEXHOJIOTUHU B (8 cem.)
yIpaBIeHUN
(1u2cem.)
OITK-6 HNudopmaimoHHbIe TEXHOJIOTHH B JlucuuninHa sBIsieTCs
YIPaBJICHUHU 3aBepIIarIei B GOpMUPOBaHUN
(1 u2cem.) JTAHHOW KOMIIETEHLIUNA

4. O0beM IMCHUIIMHBI (MOXYJIS) B 3a4€THBIX eIMHUIAX C YKAa3aHHEM
KOJINYeCTBA aKaJleMHYeCKHUX MM ACTPOHOMHYECKNX YaC0B, BbIIEJICHHBIX HA
KOHTAKTHYI0 pa0doTy 00y4alOIUXCcA ¢ npenojaaBarejaemM (Mo BUAaAM y4eOHbIX

3aHATHI) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4arOIUXCA

O6mass TPyIOEMKOCTh OCBOEHHUS Yy4EOHOM AUCHUIUIUHBI  «OCHOGbL
denonpouzeo0cmaay cocTaBiisieT 3 3adeTHble enuHANbBl Wik 108 axameMuueckmx
4acoB.

3 Bcero,
Cemectp
CEeMeCTp | aK.4acoB
OO01mas Tpy10eMKOCTh (BCEro aK. 4acoB / 3.€11) 108 /3 108 /3
KoHTakTHas Jlexumn 26 26
paboTta [TpakTyeckne 3aHATHS 28 28
CamocrosTenpHas paboTa 53 53
Bun
IIPOMEKYTOUYHOU
aTTeCTaIlUH 3auer 1/- 1
(xoHT.pab. /
caMocT.pao.)




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

(pa3aenam) ¢ ykazaHHeM OTBeJIEHHOT0 HA HUX KOJMYECTBA aKaJeMUIYeCKHX
WM ACTPOHOMHYECKHX YaCOB U BHI0B YUEOHBIX 3aHATHIA

Pacnpenesienue yacoB y4e0Ho# padoThI CTYIEHTOB

TpynoemMKkocTh Conepxanue
2 | o
= | &
HawnmeHnoBaHme =&
o = =
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
HCIHILTHAY: JOKYMEHT» B  TOCYIapCTBEHHBIX
1. [* Y: 10 | 4 | 2 | 4 |crampaprax, 3aKkOHOJATENLCTBE U
JIOKYMEHT B CHCTEME
JOKYMEHTOBEJICHUH.  B3auMocBs3b
yIpaBJIeHUsS .
TIOHATU I «IOKYMEHTY u
«aHpopManus».  Mecto ©U poib
JOKYMEHTOB B  YIpaBJICHUU 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.
Ocobennoctu OpraHu3anuoHHO-
COCTaBJICHUS U pacropsanTeIbHas JTOKYMCHTAITUS.
oopmieHus JIOKyMEHTBI OpraHu3aIMOHHbIC
OpraHU3alMOHHO- (yctaB, TmOJNOXEHUE), JOKYMEHTHI
MIPABOBBIX U pacropsUTeIbHbIC
3. | PacnopnTeNbHBIX 3 2 2| a (TocTaHOBIIEHHE, pacropspKeHHE,
" | JOKYMEHTOB. NpUKa3, yKa3aHue, pelieHue).
Hcnoms3oBanue PacnopsimutensHbie JIOKYMEHTBI,
UH(POPMAIIMOHHO- u3/1aBaeMbIe B YCIOBHSX
CIPABOYHBIX CHCTEM, enuHOHauanus (MIpUKa3, yKa3aHHeE,
AIIEKTPOHHBIX pacropsKeHUue) U KOJUICTHaJIbHOCTH
OMOIMOTEYHBIX (pemenue, MMOCTAHOBJICHUE).




pPECYpCoB U [TpaBuna o opMIIEHUS.
KOMITbIOTEPHBIX Hcnons3oBanue  uHGOPMAIMOHHO-
CIIPaBOYHBIX CIIPABOYHBIX CHCTEM, JJIEKTPOHHBIX
MIPaBOBBIX CUCTEM B OMOIMOTEYHBIX pecypcoB u
obnactu KOMITBIOTEPHBIX CIPaBOYHbBIX
JIEJIONPOU3BO/ICTBA. IIPABOBBIX CUCTEM B o0macTu
JIEJIONPOU3BOJICTBA.
CripaBoyHO-MH(POPMAITIOHHBIE u
CIIPABOYHO-aHATIUTUUECKUE
JokyMeHThl. CrpaBka KaKk OCHOBHOM
JOKYMEHT JaHHoro tumna. CropaBku
BHEIIIHUE U BHYTPEHHUE, MPOCTHIE U
CIIOXKHBIE. OcoGenHoctu
Oo(pOpMIICHUSI AKTOB pAa3HBIX THUIIOB
OcoGenHoctu (mopmucanue, yTBEpKJICHUE
COCTaBJICHUS U CTPYKTypa TekcToBoi yactu). [lonck
odopmiIeHUS Y aHaJu3 HOPMATUBHBIX U TPABOBBIX
CIIPaBOYHO- JIOKYMEHTOB,  PErIAMEHTUPYIOIIUX
MH(GOPMAILMOHHBIX U JIEIOMPOU3BOJICTBO. OcHoBBI
CIIPaBOYHO- BEJCHUS  JEJIONPOM3BOACTBA U
AHATUTUYECKUX JIOKyMEHTO000poTa B chepe
JIOKYMEHTOB NpOPECCUOHAIIBHON JIEATETLHOCTH C
Y4€TOM  OCHOBHBIX  TpeOoBaHUI
nH(pOpMAIIMOHHOW  G€30MaCHOCTH.
JloKyMeHTHUpOBaHUE KOJUIETHAIbHOMN
JeSITENBLHOCTH, 0COOEHHOCTH
odopmiieHus mpoTokona. JloknanHeie
u 00BSICHUTETTLHBIE 3aIMUCKH.
3asiBIEHUE.
Bunpl oOpameHuil rpakgaH U UX
XapakTepucTuka. JIMYHBIL TIpHEM
rpaxaaH. YCTHbIE WJIM NMHCbMEHHbIE
oOpamenus rpaxaad. [Ipeanoxenus,
3asBJIEHUS, KaJIoObl, XoaaraicTea U
JTOKyMEHTHPOBaHHE neturi. OCOOEHHOCTH paboThI ¢
paBOTHI ¢ oOpallleHUus MU TpaX/IaH. TeXHonorHil
Y —— paboTel ¢ oOpalieHUusMU: TUIHBIN
rpaskan. Tpasia npuemM TpaK/IaH; npuemM VI/T
ENTOBOTO OGIIEHHs 1 perucTpanus oOparieHuit;
HETOBOR NEpeTHCKH, B YBEIOMJICHUE 3asBUTEINSI; KOHTPOJIb
TOM HHCIe C 3a CpoKaMu WCTIOTHEHUS
N JIOKYMEHTOB; nH(}OpPMAIMOHHO-
COBDEMCHHbIX crpaBodHas paboTa; XpaHEHHE W

JEKTPOHHBIX POPM
oOMeHa J1eTT0BOM
uH(popMaruei.

aHaJIW3 TOCTYNUBIIUX OOpalIeHUH.

BripaboTka CTHIIS JIeTI0BOTO
oO1IeHUS; MyOIMYHBIX
BBICTYIUICHHIA; BEJICHHUSI
IIEpETOBOPOB.

OcHOBHBIE TpaBWia pabOTHl ¢
MHCbMEHHBIMHU O0paleHUAMH
rpakJaH. Ocobennoctu

COCTaBJICHUA JCIIOBBIX ITHUCEM,




HOJIICPKKH AIEKTPOHHBIX
KOMMYHHKAITUI B chepe
JICJIONTPOM3BO/ICTBA.

Opranuzanus padoTsl
CITYXOBI
JIOKYMEHTAIMOHHOTO
obecrieueHus
yIpaBICHUSI.
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Opranu3annoHHbie (pOpMBI CITYKOBI
JOKYMEHTAI[HOHHOTO ~ 00ecredYeHust
®akTopsl, BAUSIOMKE Ha UX BBIOOD B
YUPEXKICHUAX PA3IMYHBIX YpPOBHEH
yrpaBieHus. TUIOBBIE CTPYKTYPHI
JIETIONIPOU3BOICTBEHHON  CITYXKOBI.
OcHoBHBIE 3amauyl W (QyHKIHH
CITyXKOBI JOKYMEHTALHOHHOTO
obecrieuenus ynpasinenus. Ilonstue
(ONIEKTPOHHBI  CTHIL  PabOTHD»
oduca.

TexHonorus
00paboTku
YIPaBJIEHUYECKUX
JIOKYMEHTOB.
Hcnonb3oBanue
MH(}OpPMaLOHHO-
KOMMYHUKaIIMOHHBIX
TEXHOJIOTH B cepe
JIETIONTPOU3BOJICTBA

10

OpraHuzanusi TOKyMEHTOO0OpOoTa B
YUPEIKICHUU. Texnomorus
00pabOTKH BXOASIINX, UCXOIAIIUX U
BHYTPCHHHUX JOKYMEHTOB.
Perucrparnus JIOKYMEHTOB "
KOHTPOJIb 3a CpOoKaMu ux
WCTIOJTHEHUS. ABTOMAaTHU3WPOBAHHBIC
CHUCTEMBI PETHCTPALMU U KOHTPOJISI
32 UCIOJHEHHEM JOKYMEHTOB, OIIBIT
ux npuMeHeHus HomeHknarypa gein.

Perucrpanus n
KOHTPOJIb UCIIOHEHUS
JTOKYMEHTOB

ITonsTne «perucrpanus
JIOKYMEHTOB). 3Ha4yeHue
perucTpauMu  JOKYMEHTOB  JUIS
YIPaBIECHYECKON JESATEIBHOCTH.
[TpyHIMIIBI ¥ TpaBUJIa PETUCTPALUU
U HHJEKCUPOBAaHUSA  JIOKYMEHTOB.
CocraB PEerucTpupyemMbIx "
HEPETUCTPUPYEMBIX JOKYMEHTOB.
Perucrpanmonnsie bopMBI.
XapakTepHucTuKa COBPEMEHHBIX
pPErUCTpallMOHHBIX  (QOpM, COCTaB
uHbOpMallUM U TMOPSAOK X
3anoiaHeHuss. KoHTpoiabs ucIonHeHus
JokymeHToB. Ero 3HaueHue B
YIIPaBJICHYECKON JEATEITBbHOCTH.
dopmupoBaHre  TpeOOBaHMA K
OpraHMu3alil KOHTPOJS 32 CPOKaMHU
UCIIOJTHEHUS JOKYMEHTOB B
JIETIOTIPON3BOACTBEHHOM CITYKOE.

Opranuzanus u
MOPSITIOK
dbopMuUpOBaHUS eI
Homenknarypa nen

10

®opmupoBaHue  Jen.  3HaYCHHE
MIPaBUIIHLHOTO dbopmMupoBaHUs
JOKYMEHTOB B Jena JUisl  UX
MOCTIEYIOIIET0  WCIOJb30BaHUS |
xpaneHusi.  OCHOBHBIE  MpaBUia
dbopmupoBanus gen. CoBpeMeHHas
HOPMaTUBHO-METOANYECKAS 0aza,
ompenensomas  TpeboBaHHS K
(bopMHPOBAHUIO Je B




nernonpousBoncTee.  OmpererneHue
HOMCHKIJIATYphbI ACJI, €€ HA3HA4YCHMUC.
Bunel  HOMeEHKnaryp — jgen,  HX
0COOEHHOCTH. TpeboBanus
HOPMAaTHBHO-METOIHYECKUX
JOKYMEHTOB K COCTaBICHHIO U
0(hOpPMIICHHIO HOMEHKJIATYP JIeJl.

10.

Opranuzanus
BEJIOMCTBEHHOTO
XpaHeHUs JOKYMEHTOB
U 00ecIieueHUE X
COXpPaHHOCTH

XpaHeHue JIOKYMEHTOB B
CTPYKTYPHBIX NOJPAa3JIEICHUAX
opranu3anui. OTBETCTBEHHOCTb 3a
COXPAaHHOCTh JOKYMEHTOB.
Opranuzanusi CipaBOYHON pabOThI U
NOPSAJOK BBIJAYM JOKYMEHTOB JUIS
BPEMEHHOI'O  IOJb30BaHUsS  IIPU
XpaHEHUU HUX B  CTPYKTYPHBIX
MOpa3JCICHUAX. YYeT BbLIAYM €]
BO BPEMEHHOE I10JIb30BaHUE.
XpaHeHue MAaIIMHOYUTAEMBIX
JOKYMEHTOB ¥  JOKyMEHTOB Ha
MarHUTHBIX HOCUTEJISX.

11.

DKCrepTu3a eHHOCTH
JIOKYMCHTOB B
JIeITOTIPOU3BOICTBE

OKcnepTh3a LEHHOCTH JTOKYMEHTOB.
HopmaruBHO-MeTOIM4ECcKHE u
TEOPETUYECKIE OCHOBBI IIPOBEICHHS
HKCIIEPTH3HI. TpeGoBanus K
MPOBEIECHUIO JKCIEPTU3BI IICHHOCTH
JIOKYMEHTOB.

12.

IToaroroBka u
repenayva Jei B apXuB
OpraHu3aIuu

VYHudukanus TpeOOBaHUN K JenaM,
craBaeMbIM B apxuB. HopmarusHO-
METOINIECKHE MaTrepuatbl
denepanbHOM apXUBHOW CITyKOBI 00
odopmMIeHUH Te. OcHOBHBIE
TpeOoBaHUs K OG(OPMIICHUIO Jedl.
[TonHoe m yacTuuHOe OdOpMIIEHHE
nen. IlommmumBka nen. Hymepauus
JUCTOB. 3aBepuTelbHAs HAIIHUCH.
Buytpennsiss onuch. OdopmiieHue
00JIOKKU Jelt IMOCTOSHHOTO,
JOJITOBPEMEHHOTO XpAaHEHHUS U II0
JINYHOMY COCTAaBY. [IpaBuna
YaCTUYHOT0 0pOpMIICHHS JeIl.

3auer (konr.pab. / camocT.paé.)

HTroro 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 | Bunel camocrositensHoM padoTel | TpynoemkocTs, | Popma KOHTPOIIS
aK.4achl
[TpopaboTka TEOpETUUECKOTO
Koncynpranus
Marepualia 1o KOHCIIEKTaM
o . npenojaBate’s,
1. JIEKITUH, PEKOMEHI0BaHHOM 20 CTHO
JUTEpaType, TOMOTHUTEIBHBIM Y
cobece0BaHueE
HMCTOYHUKAM MH(OpMaIUH
[ToaroroBka K mMpakTUYECKUM BricTtynnenue ¢
3aHATHSIM: IOUCK HEOOXOINUMOM JIOKJIaI0M,
9 nH@opmaru, oopadoTKa 20 npe3eHTaIus,

" | uadOopMaIn, HaITMCAHUE OTBETHI HA
JIOKJIaJ1a, IIOATOTOBKA K JIMCKYCCHOHHBIE
BBICTYIUICHUIO (JIMCKYCCHUH) BOIIPOCHI
IToaroToBKa K TEKyIIEM YeTHoe

3. 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-¢ usn., 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. JloKyMEeHTallMOHHOE OO€CIeUeHHe 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]. —

(Boiciee  oOpasoBanme: bakamaBpuar). [Onektponnsiii  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 0e1ONPOU3BOOCMBAY.
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http://znanium.com/bookread2.php?book=782839
http://znanium.com/bookread2.php?book=762591%20
http://znanium.com/bookread2.php?book=542773%20

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 uzydeHust AUCHUILTUHBL « OCHOBbL 0e/lonpouU3800cmea» HaNpaBleH
Ha (OPMHUPOBAHHME CJICAYIOMUX KOMIICTCHIIUMA, OTPaXEHHBIX B TACIOPTE
dbopMHUpOBaHUS KOMIIETCHITHIA:
OIIK-4 - cnocobHocmb ocywecmaisims 0enogoe obujeHue U NnyoaudHble
BLICMYNJICHUS, 8eCMU  Nepe208opbl,  COBEUJAHUA,  OCYWECMEIAmb  0el08VI0
nepenucKy U no00epHCUBAmMyb INeKMPOHHbLE KOMMYHUKAYUU.

Omansl popmuposanuss KomnemeHyuu

1 sTan 2 sTan 3 sram 4 3Tan
Puropuka
1 cem NudopmannonHsie
( ) qu)XgOJIOI‘I/II/I s OcHOBBI JlenoBbie
Mupopmaimonnsre 1eJIONPON3BOACTBA KOMMYHHUKALUH
TEXHOJIOTHU B YyHIpaBJICHUA
) (3 cem.) (8 cem.)
YIIPaBICHUHU (2 cem.)
(1 cem.)

OIIK-6 - cnocobHocms pewams cmanoapmuvle 3a0a4u NPOHecCUOHAIbHOLL
0esimeNlbHOCMU HA OCHOB8e UHMOPMAYUOHHOU U Oubauocpaguieckoll Kyaivmypsl ¢
npumMeHeHuem UHGOPMAYUOHHO-KOMMYHUKAYUOHHBIX MEXHOA0SUN U C Y4emom
OCHOBHBIX MPeOOBAHUN UHPOPMAYUOHHOU DE30NACHOCTU.

Omanvi popmuposanusi KomnemeHyuu

1 oran 2 sTan 3 sran
Nuadbopmanmonnnie Nuadopmanmonnsie
$op $op OcCHOBBI 1€JIONPOU3BOACTBA
TEXHOJIOTUH B YIIPABICHUU TEXHOJIOTUH B YIIPABICHUU (3 cem.)
(1 cem.) (2 cem.) '
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7.2. Onucanmne noxKasarejied u KPHUTEPHUEB OLICHUBAaHUSA KOMHeTeHHHﬁ Ha pa3/iMYHbIX 3Tallax ux (l)OpMI/IpOBaHI/IH,
OIIMCAHMC IIIKAJ OHCHUBAHUA

Kputepuu onieHnBaHus pe3yabTaTOB 00yUeHHUS

% 3 5 [Inanupyemsle
2 % q:, D N S— He 3aurteno 3a4TeHo 3auyTeHo 3a4TeHo
= 2} E (0-54 6amoB) (55-69 6amnoB) (70-84 Gama) (85-100 6ammoB)
© &
3 oramn
3HaHun: He 3naer: JlemoHCTpHpYET JleMoHCTpHpYET JlemoHCTpHpYeT
- OCHOBHBIX TIOHATUH | - OCHOBHBIX TOHSATUH | YACTUYHBIC 3HAHMs Oe€3 | JOCTATOYHBIC 3HAHUSA B | BBICOKUH YPOBEHb
. COBPEMEHHOTO COBPEMEHHOTO rpyOBIX OIMHUOOK: 6a30BOM Oo0BEME: 3HAHUM:
= JIEIOTIPON3BO/ICTBA; JIEIOTIPOU3BO/ICTBA; - OCHOBHBIX TIOHSTUH | - OCHOBHBIX TIIOHSTUH | - OCHOBHBIX IIOHSTHH
‘é HOPMAaTHUBHO-TIPABOBOW | HOPMATHBHO-TIPABOBOM COBPEMEHHOTO COBPEMEHHOTO COBPEMEHHOTO
z 0a3bl opranuzanuu | 6as3sl OpTraHHu3aIiy | IeJONPOU3BOJICTBA; JIEIOMPOU3BO/ICTBA; JIeNOTPOU3BOICTBA;
g JICIIONIPOU3BOJICTBA B | JICJIOMPOU3BOJICTBA B | HOPMaTUBHO-TIPABOBOW | HOPMATUBHO-TIPABOBOM | HOPMATHBHO-TIPABOBOM
& chepe chepe 0a3bl opranuzanuu | 6a3sl opranuzanuu | 6a3sl OpraHHu3aIiH
= npodeccrnoHaTbHOM npodeccrnoHabHOM JCJIONPOU3BOJICTBA B | JCJIONPOU3BOJICTBA B | JICJIONPOHU3BOJICTBA B
E = NEeSTeNbHOCTH, TPaBHII | NEATEIbHOCTH;  MpaBui | cdepe chepe chepe
e % 5 COCTAaBJICHUSI, COCTAaBJICHHS, npodecCuoHaIbHON poQeCCUOHAIBHON npo¢eCCHOHAIBHON
= B é 00paboTKH, ABMXKEHHUS, | 00paOOTKH, JABIIKEHUS, | AEATETbHOCTH; TMPaBUI | ACSITENbHOCTH; MPAaBWI | IEATENbHOCTH; TMPaBUI
>c:> § ®) XpaHCHHS U | XpaHeHUs U | COCTaBJICHUS, COCTaBJICHHUS, COCTaBJICHHS,
s 2 HCIOIb30BaHUS HCIIOIb30BaHUS 00paboTKH, ABWXKEHUSA, | 00pabOTKU, IBUXKEHHS, | 00paOOTKH, ABWKCHUS,
§ JTIOKYMEHTOB B | JIOKYMCHTOB B | XpaHCHUs W | XpaHEHUs U | XpaHeHUs u
= OpraHH3aIiy; OpraHH3aIiH; HCITOJIb30BaHMS HCITOJIb30BaHUS HCITOJIb30BaHUS
f, MpeTHa3HAYCHUS U | IpeTHa3HAYCHUS U | TOKyMEHTOB B | IOKYMEHTOB B | IOKYMECHTOB B
% cocraBa cocTaBa OpTraHH3aIIH; OpraHu3aIuy; OpraHu3allvy;
2 OpraHHU3aIOHHO- OpTraHHU3aIOHHO- MpeTHa3HAYCHUS U | IpeTHa3HAYCHUS U | IpeTHa3HAYCHUS u
5 TIPaBOBBIX U | IPaBOBBIX U | cocTaBa cocTaBa cocTaBa
pacTopsANTEITHLHBIX pacToOpsANTEITHLHBIX OpTraHHU3aIOHHO- OpTraHW3aIMOHHO- OpTraHHU3aIMOHHO-
JIOKYMEHTOB, UX | TOKYMEHTOB, WX | TIPaBOBBIX U | PaBOBBIX U | PaBOBBIX u
byHKIMH W mopsaka | QyHKIMHA ¥ TOpsSAKA | pacropsIUTEIbHBIX pacopsANTETBHBIX pacoOpSANTEIHHBIX
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pa3paboTKu; OCHOB | pa3palboTKu; OCHOB | JOKYMEHTOB, UX | JOKYMEHTOB, UX | JOKYMEHTOB, ux
JIeTTIOBOTO OOIIEHUS JIeTTIOBOTO OOIIEHUS ¢bynkuuid w  mopsnaka | GyHKIMA W mopsaka | yHKOMA 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 | IEMOHCTPUPYET yacTU4YHbIe YMeHUs 0e3 | 6a30Bbli ypOBEHB BBICOKHI YpOBEHb
JIEJI0BOE oOLIEHNE; | YaCTUYHbIE YMEHUS, rpyOBIX OMINOOK: YMEHUH: YMEHMH:
MIPOBOANTD JoTycKasi TpyObie - OCYIIECTBIISTS | - OCYIIECTBIISTS | - OCYIIECTBIISITh
MIEPErOBOPHI; OIIINOKH: JIEIIOBOE o0llleHHe; | IeJIOBOE o0llleHHE; | IEJIOBOE o0leHHe;
COBEILIAHUS; - OCYIIECTBJIATH JEIOBOE | MPOBOJIUTH MIPOBOANTH MIPOBOUTDH MEPETOBOPHI;
pa3pabarbIBaTh oO1eHue; MIPOBOJIUTH | TIEPETOBOPHI; MIEPETOBOPHI; COBECIIAHUS;
JIOKaJIbHBIE MIEPETOBOPBL; COBEILIAHUS; COBEILIAHUS; pa3pabaThIBaTh
HOpPMAaTHUBHBIE COBEIIaHUS; pa3pabarbiBaTh pa3zpabaThIBaTh JIOKaJIbHbIE
JIOKYMEHTHI, pa3pabaTbiBaTh JIOKaJIbHbBIE JIOKAJIbHbIE HOpPMAaTUBHBIE
periiaMeHTHPYIOIIe JIOKaJIbHBIC HOpPMaTUBHBIE HOpPMAaTHBHBIE JOKYMEHTBI,
yIPaBICHUECKYIO HOpPMAaTHUBHBIE JIOKYMEHTHI, JIOKYMEHTHI, perJaMeHTHpYoIne
NEeSTeTbHOCTh;  BECTU | JIOKYMEHTHI, periaMeHTHPYIOIINe periiaMeHTHPYIOIHe YIPaBJICHUYECKYIO
JICTIOBYIO TIEPENHCKY, B | pEIJIAMEHTHPYIOLINE YIPABIEHYECKYIO YIPaBJIEHUYECKYIO NEeSATEIbHOCTD; BECTHU
TOM quclie C | yIpaBJIEHYECKYIO NEeSATEILHOCTh;  BECTU | ICATENIbHOCTh;  BECTH | JIEJIOBYIO TEPEINNCKY, B
HCIIO0JIb30BaHUEM NeSATEIbHOCTD; BECTH | JIEJIOBYIO IEPENUCKY, B | JCIOBYIO NEPENHUCKY, B | TOM yucIie c
COBPEMEHHBIX JIEJIOBYIO TIEPENUCKY, B | TOM qHUCIIe C | TOM qucle C | UCIIOJIb30BaHUEM
3IEKTPOHHBIX dbopM | Tom qucIie C | UCIIOJIB30BAHUEM HCII0JIb30BaHUEM COBPEMEHHBIX
oOMeHa JIEJIOBOM | MCTIOJIb30BaHUEM COBPEMEHHBIX COBPEMEHHBIX AIIEKTPOHHBIX bopm
uHpopmanuen COBPEMEHHBIX 3IEKTPOHHBIX (bopM | PIEKTPOHHBIX dbopM | oOmeHa JIeJI0BOM
AJIEKTPOHHBIX dbopm | oOMeHa JIeTIOBOM | oOMeHa JienoBoi | mHpOpMaITrei
oOMeHa 7enoBoi | HHGpopMaruei uHpopmanuei
nHpopmanuen
HaBbiku: He Bnaneet nimn JeMoHcTpUpyeT JleMoHCTpHpYyET JleMoHCTpUpYET Ha
- JIeNIOBOTO OOIIEHUS; | JEMOHCTPUPYET HU3KUN | YaCTUYHBIC BIIaJICHUS 0a30BbIi YPOBEHD BBICOKOM YpPOBHE
MyOJTUYIHBIX YPOBEHbB BIAJACHUS 0e3 rpyOBIX OMHUOOK BIIAJICHUST HABBIKAMH: BJIaJICHUE HABBIKAMH:
BBICTYIUICHHIA; BEICHUS | HABBIKAMU: HaBbIKaAMHU: - JICNIOBOTO OOIIEHUS; | - JEIOBOTO OOIICHHS;
MEPETOBOPOB; - JIeTIOBOTO  OOIIEHHUS; | - JIEJIOBOTO OOIICHUS; | MyOJIUYHBIX MyOTUIHBIX
COCTaBJICHHS JICJIOBBIX | MyOJIMYHBIX yOJTMYHBIX BBICTYIUICHUI; BEJICHUS | BBICTYIJICHUH; BEICHUS

14




HHUMH

Jomyckaet rpyoObie
OILIMOKH.

oOpareHuit rpaxaaH u
TEXHOJOTHI pPaboTHl ¢
HUMHA

oOpallleHuil rpaxaaH H
TEXHOJIOTUIl PabOTHl C
HHUMHU

HCeM; HOJICPKKH | BBICTYIUICHUH; BEACHUS | BBHICTYIUICHHI; BEACHUS | IEPETOBOPOB; IIEpETOBOPOB;
AJIEKTPOHHBIX MIEPErOBOPOB; MIEPErOBOPOB; COCTaBJIGHUS JICNIOBBIX | COCTABJICHUS  JICIOBBIX
KOMMYHUKAIMN B | COCTAaBJCHHUS  JICJIOBBIX | COCTaBICHUS JICIOBBIX | ITHCEM; MOJJICPXKKH | ITUCEM; MOJICPKKH
cdepe TTUCEM; HOJICPIKKH | TTUCEM; HOJICPXKKH | AIIEKTPOHHBIX AIIEKTPOHHBIX
JETONPOU3BOICTBA AIIEKTPOHHBIX AIIEKTPOHHBIX KOMMYHUKAIHH B | KOMMYHHKanui B chepe
KOMMYHHUKaIMi B cdepe | KOMMyHUKaUH B | cdepe JeJIONPON3BOCTBA
JEeT0ONPOU3BOICTBA chepe JIeTIONIPOU3BOICTBA
JlonyckaeT rpyobie JIeTTOTIPOU3BOICTBA
OIIMOKHU.
3Hanus: He 3naer: JleMoHCTpHpYET JemoHcTpHpyeT JleMoHCTpHUpYeT
- OCHOBHBIX | - OCHOBHBIX | YaCTHYHbIC 3HAHHUS 0€3 | JOCTaTOYHBIC 3HAHMS B | BHICOKUI yPOBEHb
MH(POPMAIMOHHO- UH(POPMAIMOHHO- rpyOBIX OMINOOK: 06a30BoM oOBeEME: 3HAHUM:
KOMMYHUKAIIHOHHBIX KOMMYHUKAIIHOHHBIX - OCHOBHBIX | - OCHOBHBIX | - OCHOBHBIX
TexHosuoruii B cepe | TexHonmoruié B cdepe | ”HPOPMALMOHHO- MH(}OpPMaLIOHHO- MH(POPMAIIMOHHO-
OpraHH3aLuH OpraHHU3aLUH KOMMYHUKAIIHOHHBIX KOMMYHUKAIIHOHHBIX KOMMYHUKAIIHOHHBIX
JIeTIOTIPON3BOICTBA; JIeTIOTIPON3BOICTBA; TEXHOJIOTHH B cdepe | TexHomoruii B cdepe | TexHONOTUH B cdepe
ocoOeHHOCTEH ocoOeHHOCTEH OpraHHU3aLH OpraHH3aLuH OpraHH3aLuH
COCTaBIICHHSI U | COCTaBIICHHSI U | IeIOTPOH3BOJICTBA; JIENTOTIPOU3BO/ICTBA; JeTOTIPON3BOICTBA;
odopmieHus oQopMIIeHHUs CIPABOYHO- | 0COOEHHOCTEH 0CcOOeHHOCTEH 0COOEHHOCTEMH
© CTIpaBOYHO- WH(POPMAIIMOHHBIX U | COCTaBIICHHUSI U | COCTaBIICHHS U | COCTaBIICHHS "
o MH(GOPMALIMOHHBIX U | CHPAaBOYHO- oopmienus opopmieHus oopmienus
g CTIpaBOYHO- AHATTUTHYECKUX CIPaBOYHO- CIPaBOYHO- CIIPaBOYHO-
aHATTMTUYECKUX JOKYMEHTOB Ha OCHOBE | MHQOpPMAIMOHHBIX M | MHQOPMAIIMOHHBIX U | HHPOPMALIMOHHBIX U
JOKYMEHTOB Ha OCHOBE | HH(OpPMAIIMOHHOMN U | CIpaBOYHO- CIPaBOYHO- CIIPaBOYHO-
uHbOpMAlMOHHON U | Gubarorpadpuueckoit aHATTUTHYECKUX aHATTMTUYECKUX aHATTUTUYECKUX
o6ubmnorpaduueckoit KYJIbTYpHI; BHJIOB | IOKYMEHTOB Ha OCHOBE | JOKYMEHTOB HAa OCHOBE | IOKYMEHTOB Ha OCHOBE
KYJIBTYpPBI; BUJIOB | oOpaleHnii rpaxaad ¥ | ”HQOpMallMOHHOW W | MHQOPMAIMOHHOW U | HH(POPMALIMOHHOM U
oOpareHuil TpakJaH W | TEXHOJIOTHH paboTel ¢ | Oubiamorpaduyeckoin oubmrorpaduaeckoit oubnmorpaduaeckoit
TEXHOJIOTUH pPabOTHl C | HUMHU KYJIBTYpBI; BUJIOB | KYJIBTYpBI; BUJIOB | KYJBTYpBHI; BUJIOB

oOpamieHuit TpaxiaaH H
TEXHOJOTUN padoThl C
HUMHAU
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Ymenus:

- pemaTh CTaHIAPTHHIE
3a/1a4uu
npodeccrnoHanbHOM
JeSITeNIbHOCTH B
obnactu
NENIONPOU3BOJICTBA €
MIPUMECHEHHEM
nH(pOpPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;
IOJIB30BAThCS
nH(pOpPMaITMOHHO-
CIIPaBOYHBIMU
CUCTEMaMHU,
INEKTPOHHBIMU
OMOJIIMOTECYHBIMH
pecypcamu u
KOMITEIOTEPHBIMA
CIPaBOYHBIMU
MIPABOBBIMU CUCTEMaMH

He ymeet nnm
JIEMOHCTPHPYET
YaCTUYHBIC YMEHUS,
JI0TTyCKasi rpyOble
OLLIMOKU:

- pemaTth CTaHJapTHHIC
3aauu
npodeccroHabHOM
NesITeIbHOCTH B 00J1aCTH
JIeTTOTIPOU3BOICTBA C
MPUMEHEHHEM
UH(POPMAIMOHHO-
KOMMYHUKAITHOHHBIX
TEXHOJIOTHIA;
MOJIb30BAThCS
UH(POPMAIMOHHO-
CIPAaBOYHBIMU
CUCTEMaMH,
ANEKTPOHHBIMU
OMOIMOTEYHBIMU
pecypcamu u
KOMITBIOTEPHBIMU
CIIPaBOYHBIMU
MIPaBOBBIMU CUCTEMaMHU

JeMoHcTpUpyeT
YacTUYHbIC yMEHUs 0e3
rpyOBIX OIHOOK:

- pemaTh CTaHIAPTHHIE
3a/1a4u
npodeccrnoHabHOM
NEeSITeIbHOCTH B
obnacTtu
JIEIONPOU3BOJICTBA €
MIPUMCHCHHEM
HH(POPMaIIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;
TI0JIB30BAThCS
HH(POPMaIMOHHO-
CIPaBOYHBIMU
CUCTEMaMHU,
ANEKTPOHHBIMU
OMOIMOTEYHBIMU
pecypcamu u
KOMITBIOTEPHBIMHU
CIPaBOYHBIMU
MIPaBOBBIMU CUCTEMAMH

JlemoHCTpUpYyET
0a30BbIil ypOBEHb
YMEHHUI:

- pemaTh CTaHAAPTHBIC
3aaun
npodecCHoHABLHOM
JeSITEIIbHOCTH B
obnactu
JEIONPOU3BOJCTBA  C
MIPUMCHEHUEM
nH(pOpMaMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHH;
MOJIb30BATHCS
nH(pOpMaIMOHHO-
CIIPaBOYHBIMU
CUCTEMaMH,
JIEKTPOHHBIMU
OMOIMOTEYHBIMU
pecypcamu u
KOMITBIOTEPHBIMU
CIIPaBOYHBIMHU
MIPABOBBIMU CHCTEMaMU

JleMoHcTpUpyeT
BBICOKUI YPOBEHb

YMEHUH:

- pemiath CTaHAApTHBIC
3a/1auu
npodeccunoHaATBEHOMI
NesITeIbHOCTH B
obnacTu
JeNIONPOU3BOCTBA c
MIPUMCHCHHEM
nH(pOpPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHIL;
MOJIB30BATHCS
nH(pOpPMaMOHHO-
CIPaBOYHBIMU
CUCTEMaMHU,
AMEKTPOHHBIMU
OMOIMOTEYHBIMU
pecypcamu "
KOMITEIOTEPHBIMU
CIPaBOYHBIMU
MIPABOBBIMHU CHCTEMaMU

HaBbiku: He Bnaneet wimn JleMoHCcTpHpYyET JleMoHCTpHpYyET JleMoHCTpUpYyET Ha

- TIOMCKAa W aHaJIKW3a | JEMOHCTPUPYET HU3KUWM | YACTUYHBIC BJIAJICHUS 0a30BbIi YPOBEHD BBICOKOM yYpOBHE
HOPMAaTHBHBIX U | YPOBEHbB BIIAJICHUS 0e3 TpyOBIX OMHUOOK BJIaJICHUS] HABBIKAMH: BJIaJICHUE HABBIKAMU:
MPAaBOBBIX JIOKYMEHTOB, | HABBIKAMH: HaBBIKAMM: - TIOMCKa M aHaJM3a | - I[IOMCKa U aHajuu3a
perIaMEeHTHPYIOIINX - TIOMCKa W AaHalu3a | - MOWCKAa M aHajiu3a | HOPMAaTHUBHBIX Y | HOPMaTUBHBIX "
JIEJIONIPOU3BOJICTBO € | HOPMATHUBHBIX Y | HOpPMaTUBHBIX U | IPaBOBBIX JIOKYMEHTOB, | IPaBOBBIX JIOKYMEHTOB,
HCMOJIb30BAHUEM MPaBOBBIX JIOKYMEHTOB, | MPABOBBIX JOKYMEHTOB, | PEIIAMEHTHUPYIOIIHNX periIaMeHTHPYIOIIHNX
nH(OPMAIIMOHHO- pErIaMEeHTUPYIOIINX pErIaMEeHTUPYIOIINX JIEJIONPOU3BOJICTBO  C | AEJIONPOU3BOJACTBO c
KOMMYHUKAIIMOHHBIX JIETIOTTPOU3BOJICTBO C | JEJONPOU3BOJACTBO  C | HCIOJIB30BAHUEM HCIIOJIb30BAaHUEM
TEXHOJIOTHM, BEACHUA | UCIOJIb30BAHUEM HCIOJIb30BAHUEM nH(OPMAIIMOHHO- nH(OPMAIIMOHHO-
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JeTIOTIPOU3BOCTBA U
JOKYMEHTO000pOoTa B
chepe
npodeccnoHaTbEHOMI
NESITeTbHOCTH C YUYETOM
OCHOBHBIX TpeOOBaHUI
nH(pOpPMaITMOHHOM
6e3omacHOCTH; PabOTHI
C oOparnieHusIMHU
rpaxkaan

HH(POPMaIMOHHO-

KOMMYHHKAITHOHHBIX
TEXHOJIOTUH,  BEICHUS
JIeTIOTIPOU3BOICTBA U
JTOKYMEHTO000poTa B
chepe
npodecCuoHAITbHON
NESITeIbHOCTH C y4YETOM
OCHOBHBIX  TpeOOBaHMIA
MH(POPMAIIMOHHOM

0e301acHOCTH; paboOTHI C
oOpallleHusIMU  IpaXKaaH
Jomyckaet rpyobie
OIIINOKH.

HH(pOPMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUH, BEICHHS
JIeTIOTIPOU3BOJCTBA |
JOKYMEHTO000pOoTa B
chepe
npodecCuoHAIBHON
JESITeTbHOCTH C YYE€TOM
OCHOBHBIX TpeOOBaHUMN
MH(POPMAIIMOHHOM
0e301acHOCTH; paboThI
c oOpareHusIMU
rpaxkJaH

KOMMYHHKAITHOHHBIX
TEXHOJIOTHH, BEACHHS
JEJONPOU3BOJCTBA U
JIOKyMEHTO00OpOoTa B
chepe
npodecCHoHABLHOM
JIESTEIIbBHOCTH C YU4ETOM
OCHOBHBIX TpeOOBaHMIA
HH(pOpMaAITMOHHOM
0€30MacHOCTH; pPadOTHhI
C oOparnieHusIMHU
rpakJaaf

KOMMYHHUKAITHOHHBIX
TEXHOJIOTHH,  BEICHUSI
JETONpPOU3BOACTBA |
JOKYMEHTO00OpOoTa B
chepe
npodeccunoHaATBEHOMI
JESTEeIBbHOCTH C y4ETOM
OCHOBHBIX TpeOOBaHMI
nH(pOpPMaAITMOHHOM
0e3omacHOCTH; paboTHI C
0OpalIeHUsIMU TPAXKIAH
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7.3. TunoBbie KOHTPOJIbHbIE 32aHUS UJIH HHbIE MAaTEPHUAJIbI, HEOOXOUMbIe
1JI51 OLleHKH 3HAHMI, yMEeHH i, HABBIKOB M (MJIM) ONbITA JeSITeJIbHOCTH,
XapaKTepu3yuuX dTanbl JOPpMUPOBAHUA KOMIIETEHIUI B Npolecce

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 KaHa.moiauT.Hayk Skumuayk H.H.
(noonucwv)

FOCYHAPCTBEHHbIﬁ MHCTUTYT DKOHOMUKHU, PUHAHCOB, ITPABA U TEXHOJIOT U
Kadenpa rocyrapcTBeHHOro 1 MyHHIUNAJLHOTO YIIPABJIEHHSA
BUJIET K 3AYETY Ne2
ITo guctmmianie «OCHOBBI JIEI0NPOU3BOICTBAY
2017-2018 yu.rox

TeopeTryeckre 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,
r. Caparos, 305243
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2. B kakoMm ciiydyae npaBHJIbHO 0(popMIIeH peKBU3UT «OTMETKA 0 HAJIMYMHU
NPUJI0KEHUS», €CJIU MPUJIAaraeMblii JOKYMEHT B TEKCTe CJIyKeOHOIro NuchbmMa
He Ha3BaH?
2.1 [Tpunoxenue: [loctaHoBieHUE Ha 2 1.
2.2  Ilpunoxenwue: Ha 3 JI. B 2 3K3.
2.3 [Tpunoxenue: 1. CrpaBka 0 cONIACOBaHUM ITPOEKTa HA 2 JI.
2. OT3BIBBI 110 POEKTY Ha 3 JI. B 3 IK3.
3. PexBu3ut «McnosHuTeab» ogopmiisieTcs ciaelylomuM oopa3om:
3.1 MUcn. Kanunauna I'JI. 245-67-12
3.2  CrenanoB MBan ®enoporuy 145 23 80
3.3  Kimmosa (89) 561-54-45
34 TI'.U. HoBuxos
12317 39
4. B cocTaB pekBu3uTa «OTMETKA 0 3aBePEHUU KOIHN» BXOIAT:
4.1 CnoBo «BepHo», HAaNMEHOBaHNE JOJKHOCTH, JIMYHAS TIOJAIUCH, AaTa.
4.2  CnoBo «BepHo», HaMUMEHOBaHHUE TOJKHOCTH, JIMYHAS MOAIHUCH,
paciudpoBka, MOANUCH, aTa.
4.3 CnoBo «BepHo», HauMEHOBaHKE JOJKHOCTH, JaTa.
5. B kakoM ciydae NpaBMJIbHO 0(pOpPMIIEH PEKBU3HUT «3aroJi0BOK»?
5.1 Ilo nuyHOMY COCTaBYy
5.2 O mpubopax «PotoH-320%
5.3 «OO0 yTOYHEHUH IITATOBY.
5.4 OO0 obecrieueHUN KOHTPOJISL.
6. B kakoMm ciiydae npaBuiIbHO opopmieH pekBu3uT «I'pud yrBep:kaenus»?

6.1 VYrtBepxueH
IIpuxka3 nupexropa HIN
«llemeHT»

12.05.2003 Ne 43-im

6.2 «<YTBEPIXIEH O»
[TpoTokosnom cobpanus
ot 24.10.2003 Ne. 58

6.3 VTBEPXIAIO

[Ipopekrop no yue6Hoil paboTte

JInunasg noanuces H.W. [Ipoxopos

17.08.2003

7. Pe301I01IMI0 HA CJIYKeOHOM NHCbMe CJelyeT MUCaTh:

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

7.3 Ha nro6oM cBOOOTHOM OT APYTUX PEKBU3UTOB MECTE.

8. OTTHCK NeYaTu MPOoCTaBJISIeTCS:

8.1 Ha mo6oMm cBoOoHOM MecTe HIke pekBu3nuTa «llogmucoy.
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8.2 Ha cBob6oaHOM MecTe JieBee MOAMKUCH, C YACTUYHBIM MEPEKPHITUEM JTHUHOM
TIOJIITHCH.

8.3 Ha cBoOOgHOM MeCTe, ¢ YaCTHYHBIM IMEPEKPBITUEM JTUIHOU ITOAIUCH U
HAaNMMCHOBAHUS JTOJDKHOCTH.

9.J/lokyMeHT, He U3JAIIHNICS HA OCHOBE eITUHOHAYAJINS:

9.1 Vka3ml

9.2 Vkazauus

9.3 Ilpukasbr

9.4 Pemrenwe ().

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

10.1 IucepMa.

10.2 loxmamHble, cy>keOHbIE U OOBICHUTEIBHBIC 3aITUCKH.

10.3 CnpaBkw.

10.4 AKTBI.

10.5 dorogop.

IIpyMep NpaKTHKO-OPHUEHTHPOBAHHOIO 32/ IaHHUA.

Ilpakmuxko-opuenmuposannoe 3adanue Ne 1:

[Ipencenarens denepalibHOTO rOCYIAPCTBEHHOTO OIOJIKETHOTO YUPEKICHUS
Haykn DenepanbHbIil HCCIEN0BATENbCKUM LEHTp "KapenbCKuil HayyHBId LEHTP
Poccuiickoit akanemuun Hayk" (cokpamr. - KapHI[ PAH) O.H. baxmer 15 wmas
TEKYLIEro roja u3jai U MoAnucanl pacuopsbkeHHe 00 y4acTHUH B OOIIErOpOJCKOM
cy00oTHuKe. OOmeropojackoil cyO00OTHUK IO YOOpKe ropojia Moj JAEBU30M
«JIrobuMoMy TOpOay — JOCTOMHYHO YHUCTOTY» MPOBOAWICS AJIMUHHUCTpalUCH
r.Ilerpo3aBoacka 18 mas Tekymiero roaa.

CocraBbre PacnopspkeHre, B KOTOPOM MPEANUCHIBAETCS MOApa3aeiIeHUsIM
KapHIIl PAH npunsate yuactue B 00mEropoackoM cyoOOTHUKE HA TPUIIETAIONIUX
Kk lleHTpy TeppuUTOpUsIX M B NPOU3BOACTBEHHBIX MOMELICHHSIX. OpraHu3anus
paboThI 10 YOOpKE TEPPUTOPHH BO3JIaraeTcs Ha HavaJbHUKA aJMUHUCTPATHBHO-
XO3SMCTBEHHOTO oraena  B.Il.Mapkosy. HavanpHuky ~ aBTOXO3sMiCTBa
O.B.Py6aHoBy mpeanuchiBaeTCsi BBIICIUTH aBTOTPAHCIOPT MJisi BBIBO3a MycCOpa.
Hcnonuurens pacnopsixenust OkarbeBa C.b.

7.4. MeToauyeckue MaTepHuaJibl, ONpeaeJsolme Npoueaypbl OeHuBaAHUS
3HAHUH, YMEHHU, HABBIKOB MJIM ONBITA AEATEJbHOCTH, XaPAKTEPU3Y0IIHe
3Tanbl (OPMUPOBAHUA KOMIIETEHIIM A

B TUDOIIT pns oueHKM 3HAHUN, YMEHUMN, HABBIKOB WU (WJIM) OIBITa
NEATETLHOCTH HUCIONB3yeTCcsl OammbHO-peiTuHTOBas cucrtema. [log OamibHO-
PEUTUHTOBOM CUCTEMOW MOHUMAETCA CUCTEMA KOJMYECTBEHHOM OLICHKW KadyecTBa
oceoeausi OIl BO. Ilpu »sroM w3ydyaeMas [OUCUUIUIMHA JOCJIUTCA HA Pl
CaMOCTOSITEJIbHBIX, JIOTUYECKH  3aBEpPIICHHBIX  pa3liesioB  (MoIynei)  ms
MPOBEICHUS IO HUM KOHTPOJIbHBIX MEPOIIPUATHH.

Tekyuii KOHTPOJIb MPEACTABISET CO00M MPOBEPKY YCBOSHHS y4eOHOTO
Marepuaga TEOPETHYECKOr0 W MPAKTUYECKOrO  XapakTrepa, PeryJisipHO
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OCYILECTBISIEMYIO Ha MPOTSHKEHUH cemecTpa. K JOCTOMHCTBAM [aHHOTO THIIA
OTHOCUTCSL €ro CHUCTEMaTUYHOCTb, HEMOCPEICTBEHHO KOppEIupyromascs ¢
TpeOOBaHHEM MOCTOSIHHOTO U HEMPEPHIBHOIO MOHUTOPUHTA KauecTBa OOy4eHHUs], a
TaK¥Ke BO3MOKHOCTb OaJITbHO-PEUTUHTOBOM OLICHKM  YCIIEBA€MOCTH
oOyuaronuxcs. K ocHOBHbIM (hopmMaM TEKYIIEro KOHTPOJIs (TEKyIIel aTTecTalim)
MO>KHO OTHECTH YCTHBIH OIpPOC, MMCbMEHHbBIE 3a/IaHHsI, KOHTPOJIbHBIE PAOOTHI.

[IpomexxyTouHast arrectanusi, Kak MPaBHIIO, OCYIIECTBISETCS B KOHIIE
ceMecTpa U MOXKET 3aBepIlaTh M3yuyeHHE KaK OTAEIbHOW JAMCUUIUIMHBI, TaK U €€
pasnena (pa3aenoB) /Moxyns (Moxyneit). [IpomexyTodHas arrecTanys MOMOTaeT
OLICHUTH 0oJiee KPYMHbIE COBOKYITHOCTH 3HAHUN U YMEHH, B HEKOTOPBIX CIIydasix
— npaxe (QOpMHUPOBAHUE OIPEACTICHHBIX MPOPECCHOHANBHBIX KOMIETCHIIUH.
JlocTOMHCTBa: TMOMOTAaeT OLEHUTH OoJiee KPYMHBIE COBOKYIMHOCTH 3HAHMNA U
YMEHHH, B HEKOTOPHIX CIy4asgx — Jake (QOPMHUPOBAHUE OMPEICICHHBIX
npodeccuoHanbHbIX KoMmmeTeHuil. dopma NpPOMEKYTOYHOW aTTecTaluud 10
muctutuinHe  "OcHosbl  denonpou3goocmea’. 3adeT. Tekylmuid KOHTPOJIb U
MPOMEXKYTOUHAs aTTecTalus TPAAUIMOHHO CJIYXKaT OCHOBHBIM CPEICTBOM
o0ecrniedyeHus: B yueOHOM Iporecce «0OpaTHOM CBSI3W» MEXKIY IpenojaBaTesieM U
OoOy4JaronmMmcsi, HEOOXOAUMOM ISl CTUMYJUPOBAHUS PabOTHl OOYYaIOIIUXCSA U
COBEPILIEHCTBOBAHUSI METOIUKH MPENOTaBaHUS YUCOHBIX JUCITUTUIMH.

[To pe3ynpTaTaM NpPOMEKYTOYHOM aTTECTAllMUd CTYJEHTY 3aCUUTHIBACTCS
TPYAOEMKOCTh  AWCIUIUIMHBI B 3a4eTHBIX  CAWHWIAX,  BBICTaBJISACTCS
mupdepeHIpoBaHHas  OLIEHKA B NPHUHATOM  By3€  CUCTeME  0ailios,
XapaKTEepU3yIOIIasi KAYeCTBO OCBOCHHUS CTY/IEHTOM 3HAHUM, YMEHUI 1 HABBIKOB T10
ATOW JUCIUILIVHE.

YPOBHU OCBOEHUA JNCHUIIJINHBI

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

Onenka «3auteHo» (Oosee 55 OamwioB) CTaBUTCA, €ClU OOydarouUncs
OCBOWJI TIPOTPAMMHBIM MaTepuaja BCEX pa3/esioB, 3HACT OTHACIbHBIC JIETalH,
MOCNIEZIOBaTEe]IeH B M3JIOKEHWM  NPOTrPaMMHOTO  MaTepuana,  BIajeeT
HEOOXOJMMBIMA yMEHUSMH W HABBIKAMH TIPH  BBIMOJHECHUU TIPAKTHYCCKUX
3aJIaHUM.

O1neHKa «He 3a4TeHO» (MeHee 55 0aioB) CTaBUTCS, €CJIM OOyYarolUics
HE 3HACT OTACTBHBIX pa3/eloB MPOrpaMMHOTO MaTepHalia, HEMOCIeI0BaTeNIeH B
€ro H3JI0KeHWU, HE B TIOJIHOW Mepe BJIaJeeT HEOOXOAMMBIMH yMEHUSIMU H
HABBIKAMH MPY BHITIOJIHEHUU MTPAKTUYECKUX 3aJIaHUN.

8. [lepeyeHb OCHOBHOI M JONOJTHUTEIHLHOMH YUeOHON JTUTEpaTyphl,
HE00X0AMMOii 17151 0CBOCHUS TUCUHUILIMHBI (MOYJIA)

a) HOPMaTHUBHbIE IPABOBbIE AKThI
5. Konctutynust Poccuiickoit deneparuun ot 12.12.1993r. (npunsta
BCEHApOJHbIM roiocoBanueM 12.12.1993) (¢ yu€roM mnoOMNpaBOK, BHECEHHBIX
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3akoHamu P® o nmompaBkax k Konctutymuun P® ot 30.12.2008 N 6-®OK3, or
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-OK3).//
Co0panue 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
(gacth 1). - cT. 3.

7. "O6 wunHbopmanyu, WHOOPMAIMOHHBIX TEXHOJIOTHSX W O 3allUTe
unpopmanun". @DenepanbHbiii 3akoHn ot 27.07.2006 N 149-®3 (pea. or
25.11.2017) (¢ wm3m. m gmom., Bctym. B cmiry ¢ 01.01.2018)// "CobGpanwue
3akoHojarenbcTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

8. «O0 apxuBHoM gene B Poccuiickoit ®denepanum». denepanbHbIil
3akoH or 22.10.2004 N 125-®3 (pea. ot 28.12.2017). // «CobOpanue
3akoHojatenscTBa PDy, 25.10.2004. - N 43. - cT1. 4169.

Q. «O0 ytBepxkaeHun IlpaBun nenonpousBojcTBA B (eaepalibHbIX
opra’Hax HCHOJHUTENbHOU Biactw». I[locrtanoBnenue IIpaBurensctBa PP 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 JCIONPOU3BOJCTBA: yueb. mocooue / A.M.
Acamues, 1.11. MuponoBa, E.A. Kocapesa, I'.I". BykoBuu. — 2-¢ usn., ucnp. u
aon. — M.: MHOPA-M, 2017/. — 146 c. — (Beicmee oOpa3oBaHue:
bakanaBpuar). [DnexTponHsIit pecypc]. URL:
http://znanium.com/bookread2.php?book=782839.

11. beikoBa T. A. JloKyMeHTallMOHHOE OOECIEUEHUE YIpaBICHUS
(menompou3BoicTBO): yueO. mocodbue / T.A. beikoBa, T.B. Kysnemnona, JI.B.
CankuHa. — 2-¢ u31., mepepad. u gom. — M.: UHOPA-M, 2017. — 304 c. + Jlom.
MaTepHuabl [ IJIeKTpOoHHBIN pecypc; Pexum gocryna http://www.znanium.com]. —
(Boictiee  oOpaszoBanue:  bakamaBpuar). [DnmextponHbiii  pecypc]. URL:
http://znanium.com/bookread2.php?book=762591.

12. Tlamacemxko IO. A. Jlemompou3BOJACTBO: JOKYMEHTAIIMOHHOE
obecricueHue ymnpapiaeHus: YaebHoe nmocooue / [Tanacenko 0. A., — 3-e m3a. —
M.: PUOP, UTHO®PA-M, 2016. — 112 ¢. — (BO: bakanaBpuat). [I71eKTpOHHBII
pecypc]. URL: http://znanium.com/bookread2.php?book=542773.

B) JIONIOJIHUTEJIbHAA JIUTEpaTypa:

13. Angapeesa B.U. Jlenmonpoun3BoicTBO: opraHu3aiusi U BeaeHue. — M.:
KnoPyc, 2013. — 294 C. [ DneKTpOHHBIN pecypcl]. URL:
https://www.book.ru/book/907458.

14. bacakoB M.M. JlokymeHTallMOHHOE oOOecCleueHue YnpaBieHus (¢
ocHoBamu apxuBoBeneHus). — M.: KuoPyc, 2016. — 216 c. [DnekTpoHHBIH
pecypc]. URL: https://www.book.ru/book/918426.

15. JlokyMeHTallMOHHOE OOECICYCHHE YMPABICHYECKUX IPOIECCOB:
moHorpadwus / JI.B. [llupokosa, N.A. ActadhbeBa. — M.: Pycaiinc, 2016. — 110 c.
[DnexTponnsiii pecypc]. URL: https://www.book.ru/book/921995.

16. KupcanoBa M. B. Kypc naenonpousBoicTBa: IOKYMEHTAIIMOHHOE
oOecrieu. ympasi.: Yue0. noc. / M.B.Kupcanosa, FO.M.AkceHoB — 6 u31., UCTIp. U
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norn. — M.: HULl UHOPA-M, 2014. — 256¢. + ( Hdom. mar. znanium.com). —
(BO: bakanaBpuar). [ DNEKTPOHHBI pecype]. URL:
http://znanium.com/bookread2.php?book=460967.

17. Pasmopoxssiii A. A. JIoOKyMEHTHpOBaHHE  YyNpaBICHYCCKOU
JeaTelIbHOCTH: YueOHoe nmocooue/Pazmopoxkusiii A. A. — M.: HUIl UHOPA-M,
2016. — 304 c. — (Boicmiee oOpazoBanue: bakanmaBpuar). [DIEKTPOHHBIH
pecypce]. URL: http://znanium.com/bookread2.php?book=542806.

18. Coxomora O.H., Akumoukuna T.A. JlokyMeHTanmmoHHOE oOecreueHne
VIOpPABJICHHUS B OpraHu3aluu: ydyeOHoe mnocobue s OakamaBpoB — M.:
M3natensctBo  KuoPyc, 2016. — 156c. [Dnekrponnsiii pecypc]. URL:
https://www.book.ru/book/9185009.

19. UYepnoBa C.I. JlokymMeHTalMOHHOE OOECHEYEeHUE YIPaBJICHUSA
[DnexTpoHHBIN pecypc] : yued. mocodue / HoBocu®. roc. arpap. yH-T, DKOH. (axk.
— HoBocubupck: 3onoroii kojoc, 2014 - 106 c. [Dnexrponnsiii pecypc]. URL:
http://znanium.com/catalog.php?bookinfo=516760.

9. Ilepeuenb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKANIMOHHOM ceTH
«/HTEpHeT», HEOOXOAUMBIX IJISI 0CBOCHMS TUCHUILINHBI (MOIYJIs)

InexmpoHHbvle npohunvrble 6A3bl OAHHBIX/ CAliMbL!

1. Bcepoccuiickuii HAy9YHO-HCCIICIOBATEIBCKAN HHCTUTYT TOKYMEHTOBEICHUS
u  apxuBHoro gena (BHUMIAMH). [Daekrtponnbiii  pecypc]. URL:
http://www.vniidad.ru

2. I'mnpaust ynpaBisioniux AOKyMeHTanueu. [DnexktpoHHsid pecypc]. URL:
http://www.gdm.ru.

3. XKypHan nenonpou3BOACTBO U JOKYMEHTOOOOPOT Ha MPEINPHUSTHH.
[DnexTponnsiit pecype]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

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

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

6. NudopmannoHHBIN NOpTAJl. [DJIEKTPOHHBIN pecypc]. URL:
http://www.document.ru.

10. MeToauveckue ykazaHus JJisi 00y4aloNUXCHA M0 0CBOEHHUIO M CIUNIMHBI
(Mmonxyst)

CaMocTosTenbHas MOATOTOBKA 00YYaIOUIUXCs MPOBOAUTCS ISl YIyOneHus
Y 3aKpETUICHHs] 3HAHWM, TMOJYyYEHHBIX Ha JIGKIUSAX U JAPYTUX BUAAX 3aHATUU, JUIS
BbIPa0OTKH HaBBIKOB CAMOCTOSITEIbHOTO NMPUMEHEHHUS HOBBIX, JOMOJHUTEIBHBIX
3HAaHUU U MOATOTOBKH K MPEACTOAUINM YUeOHBIM 3aHATHSIM, 3aUETYy.

BaxxHbpIM  yclOBMEM  YCHEIIHOTO W3Y4YEHUs JAUCIHUIUIMHBI  SIBJSIETCS
nocemienue jgekuui. I[log mocenieHueM noapaszymeBaercs He (popma MacCUBHOTO
NPUCYTCTBHUS, @ aKTUBHAs paboTa Mo U3y4eHUI0 HOBOro Marepuana. [lonrotoBka k
JIEKIIMOHHBIM 3aHATHUSIM BKJIIOYaeT B ce0s aHalu3 MpeJiaraeMbIX ISl U3y4YeHUs
BOIIPOCOB, M3yYE€HHE HOPMATHUBHBIX HCTOYHHUKOB M Yy4yeOHOM U Hay4dyHOU
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JUTEPATYpPbl IO paccMaTpUBaeMbIM BOIpPOcaM JEKIUMU. B mpouecce nexkuuu
oOydJaromuiicss MOXKET 3aJaBaTh  YTOYHSIOIIME  BOIPOCHI, OCYIIECTBUTH
B3aMMOCBSI3b HOBOI'O MaTepualia C YX€ H3yYEHHBIM, IOJTOTOBUTh 0a3y s
() PEKTUBHOTO HCIIOIL30BaHUS TOJTYUYEHHBIX 3HAHHMM, OOJIETYUTH IMOATOTOBKY K
MPaKTHUYECKOMY 3aHATHIO. D(PPEeKTUBHBIM CrocoO0M (UKCAMKM JICKITMOHHOTO
MaTepualia SIBISETCS KOHCIIEKTHPOBAHUE, MPEACTaBisAoIiee coOO HE TOJIBKO
buUKcaluio Ba)XXKHEHIIUX MOMEHTOB JICKIIMM, HO M YyKa3aHUE MPUMEPOB s
MMOHUMAaHHS TOTO WJIM HHOTO TEOPETUYECKOTO MaTeEpHUaa.

[Ipu mOArOTOBKE K MPAKTHYECKOMY 3aHSATHIO HEOOXOAMMO HCIIOIH30BAThH
KOHCHEKTUPOBAHHBIE MaTE€pUalibl JICKIUH, Y4EOHYI0O M HAy4YHYIO JUTEpaTypy.
[ToaroToBKa OTBETOB MO BBIHOCHMBIM Ha OOCYKIICHHE BOTPOCAM MPAKTHIECKOTO
3aHSATUS BKJIIOYAET B ce0d HE TOJIBKO MPOUYTEHHE Marepualia, HO U €ro aHajau3 U
KPUTHYECKYIO OlLIeHKY. OOydaromeMmycsi CileAyeT BBIIBUTh MajOU3yYEHHBIE
aCIeKThl PacCCMaTPUBAEMBIX BOMPOCOB, MPOSIBUTh MHUIIMATUBY MPU MOATOTOBKE K
MIPAKTUYECKOMY 3aHATHIO.

IIpy mOATOTOBKE K MPAKTHUUYECKUM 3aHITHUAMU M 3a4€Ty PEKOMEHYyEeTCs
CHUCTEMAaTHU3UPOBATh 3HAHMS, M300pakas WX B TaOJIMYHOM, TpadUUECKOM WM
CXEMAaTUYHOM BHJE. DTO MO3BOJUT YCTAHOBUTH B3aUMOCBSI3b N3Y4aE€MbIX SIBJICHUH,
YOPOCTUT 3ajauy 3allOMUHAHHUS MaTepuajia, OOJIETYUT IPOIECC MPAKTHUUYECKOTO
MIPYMEHEHMS TTOJTYYCHHBIX 3HAHUM.

3ajmauell  MPaKTUYECKUX  3aHATHM  sBISETCS  BbIpAaO0OTKAa  yMEHUs
WCMOJIb30BaTh TEOPETHUYECKUE 3HAHWS, MPOSBUTHh HAIUYUE MPAKTHUYECKHUX
HaBbIKOB. IIpy  MOAroTOBKE K  MOPAKTUYECKOMY  3aHATUIO  CIIEyeT
3a0J1arOBPEMEHHOT0 O0ECTICUUTh HAJIMYME€ HEOOXOAMMO ISl JTAaHHOTO 3aHSITHS
MaTepuasna, CaMOCTOSITEIbLHO MIOBTOPUTH PAHEE N3YUECHHBIE TEMBI.

JIns  yCHemHOro OCBOEHUSI JAUCHUIUIMHBI BAXKHBIM  SIBJISIETCSI YMEHHE
paboTaTh C TEpMHHAMU W HX ompeaeiacHusMH. (s paboThl ¢ TepMHHOJIOTHEH
(G (HEKTUBHBIM SBIISETCS UCIOJB30BaHUE KaK y4eOHOW M HAYYHOU JHMTEpaTyphl,
TaK W CJIOBApPEM.

PabGoTa ¢ TepMuHAMH MOKET OCYIIECTBISATHCA Kak B (pOpME COCTaBICHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB Jisi yA00CTBA M CKOPOCTH IIOMCKA
HeoOxomumoro TepMuHa. C  3TOHM IEIBI0O  HEOOXOIMMO KaXKIbId  HOBBIM
BCTPEYAIOIINICS TEPMUH 3aUChIBaTh U BO BpeMs MOATOTOBKU K CEMHUHAPCKUM U
MPAKTUYECKUM 3aHSTUSIM YKa3blBaTh COOTBETCTBYIOIEE ompeaesneHue. B ciyyae
BO3HUKHOBEHHUS CJIO)KHOCTH BBIOOpa OIpeJeeHUus W3 HUMElolerocss oobema B
paMKax Hay4YHOTO 3HaHHMS HEO0OXOIMMO 3aJlaBaTh BOIIPOCHI MPENOJaBaTEI0 B
paMKax JICKIIMOHHBIX U MPAKTUUYECKUX 3aHSITHUH.

NutepakTuBHBIE (QOpMBI MPOBEACHUS 3aHATHH MO IUCHUIUIMHE «OCHOGbL
0e10npou3800Ccmaeay BKIOUAIOT B ¢€0sI CJICTYIONINE BUIbI 3aHATHIA:

- epynnoevie Ouckyccuu, TPUMEHSIOTCS it 00ecleueHuss HaBBIKOB
KOMaHJTHOM pabOThl U MEXJIMYHOCTHON KOMMYHHKAIIMA W TPEACTABIISIIOT COOO0M
OIICHOYHOE CPEACTBO, IIO3BOJISIONICEC BKJIIOYUTH OOYYaAIOMUXCS B IPOIIECC
OOCYXXJIeHHUsI TIPEACTABICHHOM TEMBbI, MPOOJEMbI W OICHUTh WX YMEHHE
apryMEHTHUPOBATh COOCTBEHHYIO TOUKY 3peHHs. Kpome Toro, B Xoie 3aHSITHIA
MPOBOJISITCS KPYIJIbIE CTOJIBI 110 3aIaHHBIM TEMATHUKAM.
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- ananuz cumyayuii (Ketc-memood) — TEXHUKa OOy4YeHUSs, HCIOIb3YoIas
ONMMCAaHWE peaJbHBIX cuTyarnuil. OOydyarouuecss JOJKHBI IMPOAHAIU3UPOBATH
CUTYallMIo, pa3o0paThCcsi B CyTH MPOOJIeM, MPEAJIOKUTh BO3MOXKHbBIE PEIICHUS U
BbIOpaTh Jiydlllee W3 HUX. B OCHOBE MeTOJa KOHKPETHBIX CHUTYallUd JIEKUT
ONMKMCAaHNE KOHKPETHOW MNpodecCHOHaTbHON AESITeIbHOCTH WM 3MOIMOHAIBHO-
MTOBEJICHYECKUX AaCIEKTOB B3aUMOACUCTBUS Htojeh. [Ipu M3yuyeHHH KOHKPETHOM
CUTyallud, M aHAJIN3€ KOHKPETHOIrO MpPHUMEpPA CTYAEHT MOJDKEH BXKUTHCS B
KOHKPETHbIE  OOCTOSATENbCTBA, IMOHATH CUTYyallMIO, OIEHUTh OOCTaHOBKY,
OTIPEIETUTh, €CTh JIU B HEH mpobiemMa U B ueM ee cyTh. Onpee’auTh CBOIO POJib B
pelieHny IpooOIeMbl U BEIPa0OTATh 11€J1IeCO00Pa3HYIO JTHHHUIO TTOBEICHUSI.

[Ipy 1OArOTOBKE K MPOMEKYTOYHOMY WM HMTOIOBOMY TECTUPOBAHHIO
HEOOXOJMMO H3YyYUTh TEOPETUYECKUI W TMPaKTUYECKUH Marepuai. TecToBble
3a/laHud (C TIEpeYHEM BO3MOKHBIX BAPUAHTOB OTBETOB, CPEAN KOTOPBIX XOTS OBl
OJIMH OTBET SIBJISIETCSI HEBEPHBIM) OOECMEYMBAIOT CTPYKTYPHOCTb MBIILJICHUS,
BBIHY’KJIGHHOTO BBIOpAaTh M3 MPEUIOKEHHBIX BapHAHTOB OTBET BCE IMPaBUIIbHBIC
BapuaHThl. DP(HEKTUBHBIM CIIOCOOOM JUIsl IOATOTOBKH K TECTUPOBAHUIO SBIISICTCS
paboTta 00ydaromerocst Mo PELIEHUI0 TECTOBBIX 3aJaHUM, NMPEAOCTABICHHBIX AJIs
CaMOCTOSITENIbHOM paboThl. Takke Hpu MOATOTOBKE K TakodM (opMe KOHTPOJI
3HAHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSATEIBbHO MOMbBITATHCS
npopadoTaTh paccMaTpuBaeMble B JUCIHIUIMHE BOMPOCHI B (JOpPME COCTaBICHMS
TE€CTOBBIX 3aJIAHUM.

[Ipy moaroToBke K 3adery CIEIyeT HMETh B BHAY, YTO OH SBISIETCS
UTOTOBOM (POPMOIT KOHTPOJIA MO U3YyYEHHUIO JAHHOW y4eOHOM NHUCUUIUIMHBI. 3a4eT
MOJAPAa3yMEBAET  MAKCUMaJbHYI  KOHLEHTpPAalUUKO 3HAHUM W YMCHUM,
MIPEANOJIATAOIINX MTOJHOE U3YYEHNE MaTeEpUaa JUCIUIIINHBI.

3adyeT mpoOBOAUTCS B (QoOpMe YCTHOro coOecelOoBaHUS U BBINOJHEHUS
NUCHbMEHHOIO 33aJJaHusl, TMOO TecTa.

Pemenne mpenomaBatenss o0 WUTOTOBOWM  OILIGHKE MPUHUMAETCS  T10
pe3yiabTaTaM yYCTHOTO OTBE€Ta M BBINOJHEHHOIO MHCHBMEHHOTIO (TE€CTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT LIKAJIbl OLIEHKH.

PaboTa ¢ nmeyaTHBIMU U3IAaHUAMH JJIs1 00YUAIOIIETOCs] MOXKET ObITh CBsI3aHA
C TPYIHOCTSMH B 00JacTH JOCTyla K COBPEMEHHOW HAay4YHOM TMe4YaTHOU
auTeparype. B cBfi3M C pa3BUTHEM HAy4YHO-TEXHHYECKOIO Mporpecca B TaKOU
CUTyallMy HAJJIEKUT BOCIOJIb30BaThCS MaTEpUaIaMy, HAXOASIIMMUCS B OTKPBITOM
noctyne cetu Internet. Takke HEOOXOAUMO YYUTBHIBATh, YTO MO COCTOSIHUIO Ha
CETOJIHSIIHUM J€Hb MHOTHE CIIPABOYHBIE IPABOBBIE CUCTEMBI COJIEPKAT HE TOJIBKO
TEKCT HOPMATHUBHBIX aKTOB, HO W Hay4HbI€ CTaThbU IO Pa3IUYHBIM BOMIpPOCaM
(manpumep, CIIC «Koncynbrant [Lmtocy). OqHOBpeMEHHO clielyeT OOpaTUTh CBOE
BHUMaHUE Ha MyOJIMYHbIe OMOIMOTEKH, MPEIOCTABIISIIOIINE BO3MOXKHOCTD JIOCTYyIa
K JIEKTPOHHBIM BEPCHSIM M€YATHBIX UCTOYHUKOB.

B cuiy kpaTKOBpEeMEHHOCTH W3Y4YEHUS U 3HAYUTEIBHOTO O0BheMa JaHHOU
yueOHOW AMCUMIUIMHBI Kadeapa HACTOATEIbHO PEKOMEHIYET CHCTEMaTHYeCKH, a
HE 3MU30JUUECKH paboTaTh HaJl U3yUYE€HUEM Kypca.
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11. Ilepeyenb nHGOPMALMOHHBIX TEXHOJIOTHH, HCIIOJIb3yeMbIX IIPH
OCYIIECTBJIEHHMH 00Pa30BATEJIbHOI0 MPOIECCa MO JUCHUILINHE (MOTYJII0),
BKJIIOYasi lepeYyeHb MPOrpaMMHOIo odecnedyeHusi ¥ HH(POPMAUMOHHBIX
CIIPABOYHBIX CHCTEM

[TporpaMmmHOe obecrieueHue:

Onepanunonnas cucrema (MicrosoftWindows ITponpuemapnas);

[Taxer oducubIx nmporpamm (Microsoft Office Iiponpuemapnas);

[TporpammHoe obecrieueHue sl MPOCMOTPA DIICKTPOHHBIX TOKYMEHTOB B
crangapte PDF (Foxit Reader GNU Lesser General Public License);

[IporpammHbIe cpecTBa, O0ECIEYMBAIONIME MPOCMOTP BHUAcO(DAHIOB B
dopmarax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU Lesser
General Public License);

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

AnTuupyc (Kacnepckuit Open Space Security Ilponpuemapnas).

NudopmarimoHHbie CripaBOYHbIC CUCTEMBI:
1) ABTOMaTu3upoBaHHast HH(PpOpMallMOHHast OubiroTeunas cucrema Marc21SQL;
2) CnpaBouHo-tipaBoBas cucrtemMa «Koncynprantllmocy

12. MaTepuanbHoO-TeXHHYecKasi 0a3a, HeoOXoAMMAast I OCYLIECTBJICHHUS
0o0pa3oBaTeJILHOIO MIPoLecca M0 AUCHUILIUHE (MOAYJII0)

Ne
w/n HanmenoBanue KoanuyecTtBo
1. CHeHI/IaJ'H/IBHpOBaHHBIe AyIUTOPUHU:

MexxkadenpanbHasi J1a00paTopusi COLUATBEHO-IKOHOMHYECKUX
uccienoBaHui /YueOHas ayaquTopus IUisl IPOBEACHUS 3aHATUN
JICKIIMOHHOTO THIIA, 3aHATUH CEMHHAPCKOTO THIIA, KypCOBOTO
MPOCKTUPOBAHUSI (BBIMOTHEHUSI KYPCOBBIX padOT), TPYIIOBBIX 1
U WHIUBUIYAIbHBIX KOHCYJBTAIMM, TEKYyIIET0 KOHTPOJIS U
MPOMEKYTOUYHOM arrecTalud / KOMIIBIOTEpHBIM Kiacc /
MOMEIIEHUE JJIi  CaMOCTOSITeIbHOM  paboThl:  Ned6  (yi.
Pomunckast, 5)

2. | Texuudeckue cpecTBa 0OyUEHHS:

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

Y4eOHble ayIUTOPUU IJISl MIPOBENCHUS 3aHATHI JICKIIMOHHOTO

TUNA, 3aHATHH  CEeMHHAPCKOTO  THUMA, TPYIINOBBIX U 2

WHIUBUIYAIbHBIX KOHCYJIBTAIMKM, TEKYIIETO0 KOHTPOIS U
npomexytouHoi arrectanuu: Ne 06, 08 (yn. Pommnckas, 5)

4. | TexHnueckue cpeacTBa OOYUEHHS:

sKpaH HacTeHHbII Ne 08 1
MYJIbTUMEIUUHBIA TpoeKTop Ne 08 1
KOMITBIOTED € MporpaMmMHbIM obecniedeHrnem Ne 08 1
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