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1. llosicHUTEALHAA 3AIIUCKA

Kypc «Ocnosvr  Oenonpouzeoocmea» 3aHUMaeT BaXXHOE MECTO IIpH
noAroToBke OakanmaBpoB 1o HampaBieHutro 38.03.04 — TocymapcTBeHHOE U
MYHUIUTIATBHOE YIIPABJICHHE.

AxmyanvHocms W3y4Ye€HUS AUCHUILUIMHBL «OCHOBbL  0e0npou38o00Cmea
OMpENENAETCS 3HAYUMOCTBIO POJM JOKYMEHTOB B MHUPOBOM HH(POPMAIIMOHHOM
pOCTpaHCTBE. B COBPEMEHHBIX YCIOBUSX I MOBBIICHUS 3(h()EKTUBHOCTH
YIPABJICHUS HEOOXOAMMO YJIETSATh TOCTATOYHOE BHUMAHHUE COBEPIICHCTBOBAHUIO
paboThl ¢ JTOKYMEHTaMH, TaK KaK BCSKOE YIPABIICHYECKOE pEIIeHUE BCETa
Oasupyercs Ha uHbOPMAIH, HA CIy)KeOHOM MoKkymeHTe. Opranu3amus paboThl C
JIOKyMEHTaMU BIIUSIET HA Ka4eCTBO PaOOTHI ammapara yrpaBieHHs, OPTaHU3AIUIO U
KylIbTYypy Tpyda yhpaBleHYecKnx paboTHukoB. OT TOro, HACKOJIBKO
npo(ecCHOHaNbHO BEAETCS JIOKYMEHTAallMsl, 3aBUCUT YCIEX YIPaBICHYECKON
NESATEIbHOCTH B LIEJIOM.

Hens  ocBoeHuss  AUCHUIUIMHBI ~ «OCHOB8bL  0€ONPOU3BOOCMBA» -
dbopMHpOBaHUE Y CTYACHTOB TEOPETHUUECKHX 3HAHUU O (opMax U COJAEPKAHHUU
YIOPABJICHUYECKUX JOKYMEHTOB, CHCTEME JIOKYMEHTAalluW, MpaBuiaxX JIBUKEHUS
JOKYMEHTOB B OpraHW3alyy JUisl Pa3BUTHS YMEHHM M HaBBIKOB COCTaBJICHUS
JIOKYMEHTOB B KOHKPETHBIX YIMPABICHYECKUX CHUTYalMsIX B 3aBUCUMOCTH OT
HA3HAYCHUSI, COCPKAHUS U BUJIA JOKYMEHTA.

3amaun JUCIUILINHBI:

1. M3yuuts 1enu, 3amayu, (YHKIUHA JEIONPOM3BOJICTBA B COBPEMEHHBIX
OpTaHU3ANMIX, YAPEKICHHIX.

2. CdopmupoBaTh 3HaHHS 00 OTEUECTBEHHOM OMBITE B  00JIacTH
JIETIOTIPON3BOICTRA.

3. O3HAKOMUTBECS C OCOOEHHOCTSIMU COCTaBJICHUSI U OPOPMIICHUST PA3THYHBIX
BUJIOB JIOKYMEHTOB, TPUMEHSEMBIX B OpraHu3alusax pasiudyHbix  (popm
COOCTBEHHOCTH.

4. N3yuuth OpraHu3alMi0  JOKYMEHTOOOOpOTa  Ha  COBPEMEHHBIX
IPEANPUATUSX.

5. N3yuuTh HOpPMATUBHO-NPABOBYIO 0a3y OpraHU3AIMH JEJIONPOU3BOJICTBA,
3aKOHOJIaTeNbHbIE U JAPYTHe HOPMATUBHBIE aKThl (PeEPATLHOTO U PErMOHATILHOTO
YPOBHEN.

6. CdopmupoBaTh 3HAHUS O COBPEMEHHBIX HANPABJICHHSIX PA3BUTHS U IMyTSIX
COBEPIIICHCTBOBAHUS TOKYMEHTAIIMOHHOTO 00€CTICUeHUS YIIPABICHHS.



2. [lepeyeHb MUIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs MO IMCUMUILINHE,
COOTHECEHHBIX C IJIAHMPYEMBbIMH Pe3yJIbTATaMM 0CBOCHHS 00pa30BaTeILHOM

NpOrpamMmblI

Jucuummaa «OcHo8bl 0e1onpou38o00cmea» y4acTByeT B (POpMHUPOBAHUU

CIEAYIOIIUX KOMITETCHITUH:

OIIK-4 - ctocoOHOCTE
OCYIECTBIIATH JICTIOBOC OOIICHUE
U MyOJIHMYHBIC BBICTYIICHHUS,
BECTH MIEPErOBOPHI, COBEIIAHUS,
OCYIIECTBIIATH JICJIOBYIO
MEPENNUCKY U NOAACPKUBATD
9JIEKTPOHHBIE KOMMYHHKAIIHN

3HaHus: OCHOBHBIX HOHATHH COBPEMEHHOTO
JIEJI0NPOU3BO/ICTBA; HOPMAaTUBHO-IIPAaBOBOU 6a3b1
OpraHu3auu JIEJIONPOU3BOICTBA B chepe

npohecCHOHALHON JesSTeIbHOCTH; MPaBUJI COCTABIICHUS,
00pabOTKH, JBWKEHHWS, XPaHCHUS W HCIOJIh30BaAHUS
JIOKYMEHTOB B OpTaHM3aIluy; MpeIHA3HAYCHHS M COCTaBa
OpTraHU3aIMOHHO-TIPABOBBIX U paclopsSIUTEIBHBIX
JOKYMEHTOB, UX ()YHKIMH M TOpsiIKa pa3paboTKH; OCHOB
JIEJIOBOrO OOIIEHNS.

YMeHHA: OCYIIECTBIATH ACIOBOE OOINEHUE; MPOBOIUTH
NIEPErOBOPBI; COBEIAHUs; pa3padaThiBaTh JIOKATHHBIC
HOPMAaTUBHBIC JIOKYMEHTHI, perIamMeHTHPYOIINE
YIPaBJICHYECKYI0  JEATENFHOCTh;,  BECTH  JCIOBYIO
MEepenucKy, B TOM YHCIE C  HCIOJH30BAHHEM
COBPEMEHHBIX JJICKTPOHHBIX (GopM oOMeHa eI0BOU
uHpopManuen.
HaBbIKkH: JIEJI0BOTO OOIIIEeHN; MyOJIMYHBIX
BBICTYIUICHUW; BEICHHS IEPETOBOPOB; COCTABJICHHUS
JIEITOBBIX TIHCEM; HOJIICPIKKH ANEKTPOHHBIX

KOMMYHHKAIHH B cepe 1eT0npOr3BOICTBA.

OIIK-6 - ciocoOHOCTH periaTh
CTaHJApTHBIC 3a/1a4YH
npohecCHOHATBHOM
NeSITeTTIbHOCTH HAa OCHOBE
UH(POPMALIMOHHON 1
OuOIMOTrpaPUIECKON KyJIbTYPHI C
NpUMEHEHHEM UH()OPMAIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA
U C yYE€TOM OCHOBHBIX
TpeboBaHMil HHGOPMAITMOHHON
0€301acHOCTH

3HaHus: OCHOBHBIX nH(OPMALIMOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTHIA B cepe OpraHu3aiuu
NEIIONPOU3BOJICTBA;  OCOOCHHOCTEH  COCTaBICHUS U
odopmITeHUS CIIPaBOYHO-MHGOPMAITHOHHBIX u
CIIPaBOYHO-aHAIMTUYECKUX JTOKYMEHTOB Ha OCHOBE
nH)OpMAMOHHOW ©  OUOMHMOrpaduIecKOil  KyJbTYpHI,
BUJIOB OOpalleHU TpakJaH M TEXHOJIOTUH pPabOTHI C
HUMH.

YMeHus: pemarhb CTaH/IapTHHIE 3a/1aumn
npodeccuoHaIbHON NIeATETLHOCTH B obnactu
JIeNIOTIPOU3BOJICTBA € NPUMEHEHHUEM HH()OPMALMOHHO-
KOMMYHHKAIIHOHHBIX ~ TEXHOJIOTHH; TI0JTb30BATHCS
UH(POPMALMOHHO-CIIPABOYHBIMH CUCTEMaMU,
3JIEKTPOHHBIMH OMOJIMOTEYHBIMU pecypcamu u

KOMIBIOTEPHBIMU CIIPABOYHBIMU TIPABOBBIMU CHCTEMaMHU.
HaBpIku: moMcKa ¥ aHaIM3a HOPMATHBHBIX M MPABOBBIX
JIOKYMEHTOB, PErfaMEHTUPYIOMINX ICIOMPOU3BOACTBO C
UCTIOJIB30BaHUEM WH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHH, BEJICHUS JIEJIONPON3BOJICTBA u
JIOKyMeHTOoOOOpoTa B cdepe  mpodeccHoHaTbHOM
NESTEIbHOCTH € Y4eTOM  OCHOBHBIX  TpeOOBaHUI
UH()OPMAITMOHHOM 0€301acHOCTH; paboThI c
oOpalleHus MU Tpax/IaH.




3. MecTO JUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMbl

HNucuumnaa b1.6.19 «Ocnoswvl denonpouszsoocmeay SBASETCS OUCYUNIUHOU
0azo6oti uyacmu JJiA TIOATOTOBKM CTyACHTOB 10 HampasieHuto 38.03.04 —
['ocynapcTBEHHOE M MYHUITUTIAILHOE YITPaBJIEHHUE.

Mudp [IpenmecTByronme IUCHUIIIUHBL [Tocnenyromue TUCHUITIIMHBI
KOMIICTCHITUH y4eOHOTO IJIaHa, B KOTOPBIX y4eOHOT0 I1aHa, B KOTOPBIX
OCBaMBaCTCI KOMIICTCHIIHS OCBaMBaCTCI KOMIICTCHIIHS
Putopuxa
(1 cem)
OIIK-4 JlenoBble KOMMYHUKAIIUU
WndpopmanoHHbIe TEXHOIOTUU B (8 cem.)
YIPaBJICHUHT
(1 u2cem.)
OITK-6 NudopmaimoHHbIe TEXHOJIOTHH B JucuunianHa sSBIsieTCs
YIPaBICHUH 3aBepIaroniel B GopMUpOBaHUU
(1 u2cem.) TAHHOUW KOMIIETEHIINHU

4. O0beM IMCHUILUIUHBI (MOAYJIf1) B 3a4€THBHIX eIMHULAX ¢ YKA3aAHUEM
KOJIMYECTBA aKAJeMHYeCKUX WIN ACTPOHOMHYECKHX YaCOB, BbI/IeJIEHHbIX HA
KOHTAKTHYI0 Pa0doTy 00y4arUXCcH ¢ npenojaaBareseM (Mo BUAaAM y4eOHbIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa0d0Ty 00y4ar0IuXCs

OOmrast TPyIOEMKOCTh OCBOCHHMSI y4eOHOW mUCHHMIUIMHBI  «OCHOBbL
0eonpou3e00cmaea» COCTaBISIET 3 3adeTHble equHullbl Wian 108 akameMudeckux
9acoB.

3 Bcero,
Cemectp
ceMecTp | aK.4acos
O6mr1ast Tpy10eMKOCTh (Bcero ak. wacoB /3.em) | 108 /3 108 /3
KonTakTHas Jlekuun 22 22
pabora ITpakTryeckue 3aHsATUS 26 26
CamocrosiTenpHas pabora 51 51
Bun
MIPOMEKYTOUYHOU 0.25 /
aTTeCTaIuH 3aueT é 75 0,25/8,75
(koHT.pab. / ’
caMocCT.pao.)




5. Conep:kanue TMCUUILIMHBI (MOXYJIs), CTPYKTYPHPOBAHHOE 10 TEMaM

(pa3z1e.11aM) C YKa3aHMEM OTBCICHHOI'0O HA HUX KOJHUYIECTBA aKAICMHYCCKUX
HJIA ACTPOHOMHUYECKHX YaCO0B 1 BUI0B y‘lGﬁHBIX 3aHATHH

Pacnpenesienue yacoB yueOHo# padoThI CTY/IEHTOB

Tpy10eMKOCTb Conepxanue
5 | s
S| £
HaumenoBanue < | =3
Ne °c | E| 8|8
0 pazzaena = S| 0| &
pucuuImebl (tema) [ 2 [ 5| £ | &
= = ©)
|2
Q| o
=
3 cemecTp
2 4 [Ipenmer, 3a7a4u, CTpYKTypa
JUCLUNIIUHEL Onpenenenue
MOHATUN «ITOKYMEHT,
«TOKyMEHTUPOBaHHAs
uHbOpMaI» «QIEKTPOHHBIN
BBenenue B (bopmaus, P
) JOKYMEHT» B  TOCYIapCTBEHHBIX
1 TUCITUTUTAHY:
. CTaHJapTax, 3aKOHONATEIbCTBE W
JIOKYMEHT B CUCTEME
JOKYMEHTOBEJICHUH.  B3anMOCBs3b
yIpaBIeHUS .
MOHATUN «IOKYMEHT u
«uHpopManus».  MecTto U poOib
JOKYMEHTOB B  yIpaBICHUH Ha
COBPEMEHHOM  JTarle. DyHKIMHK
JIOKYMEHTA.
2 4 Dopmyns OKyMeHTa. TunoBoit
OcHOBHBIC IpaBHIa (bopMymIp (I)[K h};]\e/IHTa Dopmyis
odopmiieHre PMYIAP — AOKY ' PMYJLAD
obpaserr. CocraB PEKBU3HUTOB
yIPaBIECHYECKUX
JIOKYMEHTOB. TpeGoBanus K
2. | noxymenros
0hOpMIICHHUIO PEKBU3HUTOB
JIOKYMEHTOB YCOP[J B
cootrBerctBuu ¢ ['OCT P® 6.30-
2003.
OcobenHocTH 2 4 Opraaun3anuoHHO-
COCTaBIICHUS pacnopsiguTeNnbHas  JIOKYMEHTAIIUS.
oopmiIeHUs JlokymMeHTBI OpraHU3alIOHHbIE
OpTraHU3aIMOHHO- (ycTaB, TMOJIOKEHHUE), JOKYMEHTHI
MIPABOBBIX U pacnopsiAuTeNbHbIe
3 | PACTOpAIUTENbHBIX (TTocTaHOBIICHHE, pacrnopsiKeHue,
" | moxymenros. npuKas, yKa3aHue, pelieHue).
Hcnons3zoBanue PacnopsiqurensHbie JOKYMEHTEI,
uH(GOPMaLIMOHHO- u31aBaeMble B YCIOBUSIX
CIIPABOYHBIX CHCTEM, enuHOHauanust (TpUKa3, yKa3aHWe,
AIEKTPOHHBIX pacnopsiKeHHne) M KOJUIETHAIbHOCTU
OMOJIMOTECYHBIX (penreHue, MTOCTAaHOBJICHUE).




pecypcoB u [TpaBuia odopmIIeHuSI.
KOMIBIOTEPHBIX Ucnonb3oBanne  nHMOPMAIIMOHHO-
CIIPaBOYHBIX CIPAaBOYHBIX CHCTEM, 3JIEKTPOHHBIX
MIPaBOBBIX CUCTEM B OMOTMOTEYHBIX pecypcoB u
obrnactu KOMIIBIOTEPHBIX CIPaBOYHBIX
JEIONIPOU3BOICTBA. MPABOBBIX CUCTEM B obmactu
JIEJIONPOU3BOJICTBA.
CrpaBoyHO-UH(OPMAITMOHHEIE u
CIIPaBOYHO-AHATTUTUUYECKUE
nokyMeHThl. CripaBKa Kak OCHOBHOM
JOKYMEHT naHHoro Tumna. CrpaBku
BHEIITHUE ¥ BHYTPEHHUE, POCTHIC H
CJIO)KHBIE. Oco0eHnHocTH
OoQOpMIICHUSI aKTOB pAa3HBIX THUIIOB
OcobeHHocTH (moamucanue, YTBEP)KJICHHE
COCTaBJICHUS U CTPYKTypa TekcToBoW yactH). ITonck
oopmiIeHUs Y aHaJu3 HOPMATHUBHBIX U MPABOBBIX
CIPaBOYHO- JOKYMEHTOB,  PETIAMEHTUPYIOIIUX
MH(GOPMALIMOHHBIX U JIEJIONPOU3BOJICTBO. OcHOBBI
CIIPaBOYHO- BEJICHHUsSI  JCIONPOM3BOACTBA |
AHATTUTHICCKUX JTIOKYMEHTOO00pOTa B chepe
JIOKYMEHTOB po(heCCHOHATEHON JIEATEIBHOCTH C
Y4€TOM  OCHOBHBIX  TpeOoBaHUI
UHPOPMALIMOHHON  GE€30MacHOCTH.
JlokyMeHTHUpOBaHUE KOJIJIETHAJIbHOU
EeSITEIILHOCTH, 0COOEHHOCTH
odopmiieHus: mpoTokoa. JloknanHeie
u OO0BSICHUTENLHBIC 3aIUCKH.
3asiBICHUE.
Buner oOpamenuii rpaxgaH M UX
XapakTepucTuka. JIMUHBIA TpUeM
rpaXaaH. YCTHbIE WM MHChbMEHHBIE
oOpaiuenus rpaxaad. [Ipeanoxenus,
3asIBJICHUS, KaJI00Bbl, XomaTaiicTBa U
netuiiud. OcoOeHHOCTH pPaboOThI C
JlokyMeHTUpOBaHUE
AGOTLL C oOpalieHus MU TpaxaaH. TexHOIorus
p paboThl ¢ OOpaIllleHUAMH: JTUIHBINA
oOpareHusIMu
npueM TpaXKIaH; npuem u
rpaxjaH. [Ipasuna N
perucTparnms oOpareHuit;
IIEJIOBOrO OOIIEHNUA U
. YBEIOMIICHUE 3asSBUTENS, KOHTPOIb
JIEIIOBOM MEePENICKH, B
3a CpoKaMu WCTIOJTHEHUS
ToM gHeIe © TOKYMEHTOB; UH(OPMAITMOHHO
UCIIOJIb30BAaHUEM M ’ P
cupaBodHas paboTa; XpaHEHHE U
COBpPEMEHHBIX

AIIEKTPOHHBIX (HhopM
oOMeHa IeJI0BOi
uHpopManuen.

aHalu3 MOCTYNMUBLIMX OOpaIieHuil.

BripaboTka CTHIIA JIEJIOBOTO
o01IeHus; MyOJINYHBIX
BBICTYIIJICHUN; BEICHUS
MIEPETOBOPOB.

OcHOBHBIE TmpaBwiia pabOTBI  C
MUCHEMEHHBIMH oOpareHusMu
TpaK/IaH. OcobeHHocTH

COCTaBJICHU ACJIIOBBIX IIUCEM,




HOICPKKH AIEKTPOHHBIX
KOMMYHUKAITHHA B chepe
JICTIONPOM3BOJICTRA.

Opranuzanus paboThl
CITYKOBI
JOKYMEHTAIIHOHHOTO
obecnieueHus
yIIpaBIICHUS.

Opranu3anoHHble (OPMBI CITYXKOBI
JOKyMEHTAI[HOHHOTO ~ 00eCHeYeHus
@DaKTophbl, BAUIIOMIKE HA UX BHIOOD B
YUPEXKICHUAX PA3IMYHBIX YPOBHEH
ynpaBiieHus. THUIOBBIE CTPYKTYPHI
JIETIONPOU3BOCTBEHHONH  CITYXKOBI.
OcHOBHBIE 3alaul U (QYHKIUH
CITyXKOBI JTOKYMEHTAIHOHHOTO
oOecrieuenus ynpasienus. [lonstue
(QNEKTPOHHBIH  CTHWIIb  pabOTBI»
oduca.

TexHomorus
00paboTku
yIpaBICHYECKUX
JIOKYMEHTOB.
Hcnonb3oBanue
UH(POPMAIMOHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTHH B cepe
JIeITOTIPOU3BOICTBA
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Opranuzanus J0KyMEHTOOOOpOTa B
YUPEKIACHUU. TexHonorus
00pabOTKN BXOJAIINX, UCXOIAIINX U
BHYTPEHHUX JIOKyMEHTOB.
Perucrpanus JIOKYMEHTOB U
KOHTPOJIb 3a CPOKaMH 170:¢
UCIIOJHEHUS. ABTOMAaTHU3UPOBAHHBIE
CHUCTEMBI PErMCTPALMM U KOHTPOJIS
3a HCIIOJHEHUEM JOKYMEHTOB, OIBIT
ux npuMmeHenust Homenknarypa nen.

Perucrpanus u
KOHTPOJIb UCTIOJTHEHUS
JIOKYMEHTOB

ITonsTue «perucrpanus
JIOKYMEHTOBY. 3HaueHune
perucTpanuy  JOKYMEHTOB st
yIpaBIeHYECKON NeSTEIbHOCTH.
[IpuHIMIBL ¥ TIpaBUIIa PErUCTPAIIUU
U HHJEKCUPOBAaHUS  JIOKyMEHTOB.
Cocras PErucTpUpPyEMBIX u
HEPETUCTPUPYEMBIX JIOKYMEHTOB.
Perucrpanuonnsie (hopMBI.
XapakTepucTuka COBPEMEHHBIX
pEeruCTpalOHHbIX  (GOpPM, COCTaB
uHbopMaMl U TOPAJOK  UX
3arnonHeHus. KOHTpolb HCIOMTHEHUS
IOoKyMeHTOB. Ero 3Hauenne B
yIpaBIeHIECKON NeSITENbHOCTH.
®dopmupoBanue  TpeOOBaHHWH K
OpTraHU3aIMi KOHTPOIIS 32 CPOKAMH
UCTIOJTHEHU ST JIOKYMEHTOB B
JIEIIONPOU3BOICTBEHHOM CcITyx)0e.

Opranuzanus u
MOPSIIOK
dbopMHUpOBaHHUS JICII.
Homenkunarypa nen

®opMmupoBaHue  Jie.  3HAUYCHHUE
MPABUIILHOTO ¢dbopmMupoBaHUs
JOKYMEHTOB B  Jena JUisl  UX
NOCTIEYIOIET0 UCHOJb30BAaHUS |
xpaHeHus.  OCHOBHBIE  TpaBuia
dopmupoBanus gen. CoBpeMeHHas
HOpPMAaTHBHO-METOINYECKas 0a3za,
ompenensdoomas  TpeboBaHHA K
(bOpMHUPOBAHUIO pi (N} B




nenonpousBoacTBe.  OmnpeneneHue
HOMCHKIJIATyphbl ACJI, €€ HA3HA4YCHMUC.
Buael  HOMeEHKJaryp — Oen, — uX
0COOEHHOCTH. TpeOoBanus
HOPMAaTHBHO-METOAMYECKUX
JOKYMEHTOB K COCTaBJICHUIO U
0(OPMIICHHIO HOMEHKJIATYp JEII.

Opranuzanus
BEJOMCTBECHHOTO

10. | xpanenus 1oKymMeHTOB
1 o0ecreyeHue ux
COXPaHHOCTH

XpaHeHue JIOKYMEHTOB B
CTPYKTYPHBIX NOJPAa3IEICHUAX
oprau3anui. OTBETCTBEHHOCTh 3a
COXPAaHHOCTh JOKYMEHTOB.
Opranuzanysi CripaBOYHON paboThl U
NOPSAJOK BBIJAYU JOKYMEHTOB JUIS
BPEMEHHOI'O  I0Jb30BaHUA  IIPU
XpPaHEHUH HUX B CTPYKTYPHBIX
MOJApa3JCICHUAX. YYET BbIAAYU JEl
BO BPEMEHHOE II0JIb30BaHUE.
XpaHeHue MalIMHOYUTAEMBbIX
JOKYMEHTOB ¥  JOKYMEHTOB Ha
MAarHUTHBIX HOCUTEJISX.

11. DKCnepTH3a LEeHHOCTH
JIOKYMEHTOB B
JIEIONIPOU3BOJICTBE

DKcrepTr3a MEHHOCTH JTOKYMEHTOB.
HopmaruBHO-MeTOAMUECKHE "
TEOPETUYECKUE OCHOBBI MPOBEICHUS
SKCTIEPTHU3HI. TpeboBanus K
MPOBEACHHUIO JKCTIEPTH3bI [EHHOCTH
JTIOKYMEHTOB.

[ToaroroBka u
12. | mepenaya ien B apxuB
OpraHU3aLMu

VYuudukanus TpeboBaHUI K Aenam,
caaBaeMbIM B apxuB. HopmaruHo-
METOAMYECKHE Marepuabl
®denepanbHON apXUBHOM CITYkKOBI 00
odopmIIeHUN JEI. OcHoBHBIE
TpeOoBaHUS K O(GOPMIICHHIO eIl
[TonHoe u wactuyHOe odopmileHuE
nen. IlommmBka pgen. Hywmeparus
JUCTOB. 3aBepuUTENbHAs HAJIUCH.
Buyrpennsas omnuck. OdopmieHue
00JIOKKH Jeln IMOCTOSIHHOTO,
JOJITOBPEMEHHOTO XpaHEHUS U IO
JIUYHOMY COCTaBY. IIpaBuia
4acTUYHOTO 0OPMIICHHUS JIEIN.

3aueT (kout.pab. / camocT.pad.)

0,25/
8,75

Hroro 3a 3 cemecTp

108

22

26

51
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6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs AJI51 CAMOCTOATEIbLHOM
padoThl 00YyYAKOIIMXCSH MO JUCHHUILIMHE (MOTYJIIO)

CamocTosiTesibHAsi pad0Ta CTY/ICHTOB

Ne | Bunel camoctostensHoi paboTsl | Tpynoemkocts, | Dopma KOHTpOIsS
aK.Jachl
[TpopaboTka TEOPETHUECKOTO
Koncynpranus
Marepuaia 1o KOHCIEKTaM
o . npenojaBarte’s,
1. JEKIUN, peKOMEHIOBAHHOM 20 CTHOE
JUTEPAType, NOMOJHUTETHLHBIM y
cobecenoBanue
MCTOYHUKAM MH(OPMaALIUH
[ToaroroBka K NpakTUYECKUM BricTtynnenue ¢
3aHATHSAM: [IOUCK HEOOXOAUMOM JIOKJIAJIOM,
5 uHpopmaruu, oopaboTka 31 MpPE3CHTAINA,

" | uHdOopMaLIUM, HATTUCAHUE OTBETHI Ha
JIOKJIaJia, TIOATOTOBKA K JIUCKYCCUOHHBIE
BBICTYIUICHUIO (JIUCKYCCHUH) BOIIPOCHI
IToaroroBka x MpOMEKYTOUHOU yerHoe

3. p Y 8,75 cobeceoBanue,
aTTeCcTaluu
TECTUPOBAHUE

JIns caMOoCTOSITENBbHOM PadOThl MO JUCHUIUIMHE (MOIYJII0) 00yUaromuecs
UCTIONB3YIOT CIIEYyIoIIee yueOHO-METOIMIECKOe 00ecIIeUeHHE:

1. AcaimueB A. M. OcHOBBI JIeIONTPOU3BOJIcTBa: yueO. mocodue / A.M.
Acamues, 1.11. MuponoBa, E.A. Kocapesa, I'.I'. BykoBud. — 2-¢ u3f., ucop. u
gon. — M.: MHOPA-M, 2017. — 146 c. — (Bweicmiee oOpa3oBaHue:
bakanaBpuar). [ DneKTpOHHBII pecypc]. URL:
http://znanium.com/bookread2.php?book=782839.

2. boikoBa T. A. JlokymMeHTallMOHHOE OO€CIeYeHHE YIpPaBICHUS

(memompousBocTBO): yued. mocobue / T.A. beikoBa, T.B. Kysnemona, JI.B.
CankuHa. — 2-e u31., nepepad. u gon. — M.: UTHOPA-M, 2017. — 304 c. + Jlom.
MaTepuaibl [ DIeKTpoHHBIN pecypc; Pexxum noctymna http://www.znanium.com]. —

(Beicmiee  oOpazoBanue: bakamaBpmar). [OnektponHbIi  pecypc]. URL:
http://znanium.com/bookread2.php?book=762591.
3. [Tanacenko FO. A. [leqonpou3BOJICTBO:  JTOKYMEHTAlMOHHOE

obecrnieueHue ympaniieHus: YdueoHoe nocodue / [lanacenko FO.A., — 3-e u3a. —
M.: PUOP, UHOPA-M, 2016. — 112 ¢. — (BO: bakamaBpuar). [DaeKTpOHHBIN
pecypc]. URL: http://znanium.com/bookread2.php?book=542773.

4. @®oHJ OIEHOYHBIX W METOJMYECKHX MaTephajoB IO JAUCHUTUIINHE
«OCHOBbL 0eIONPOU3BOOCMBAY.
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7.D0oH/1 OLIEHOYHBIX U METOAHYECKNUX MATEPUAJIOB I/l IPOBEAeHUS
NPOMeKYTOUYHOI aTTecTauuu 00y4YAKIHUXCS MO JUCIUIINHE

7.1. IlepevyeHb KOMIETEHUMH ¢ YKa3aHUEM 3TANOB UX (OPMUPOBAHNS B
npouecce 0CBOCHUA 00pa30BaTeIbHOM NMPOrPaAMMBbI

[Tponiecc m3ydeHus TUCHUILTUHBI « OCHOBbL 0e0NpoU3800Cmeay HanpaBieH
Ha (opMHUpOBaHHE CIEAYIOUIMX KOMIICTEHIIMHA, OTPaXXCHHBIX B MACHOPTE
(dbopMUpOBaHUS KOMIETEHIIHIA:
OIIK-4 - cnocobnocms ocywecmanimes 0Oenogoe obujeHue u NnyoOIUYHble
BLICIIYNJICHUS, 8eCMU  Nepe208opbl,  COBEUAHUS, OCYWECMEIAmMb  0el08VI0
nepenucKky u no00epHCUBAmMy INeKMPOHHbLE KOMMYHUKAYUU.

Omanwvt popmuposanusi KomnemeHyuu

1 pTan 2 3Tam 3 stan 4 >Tan
Putopuka
1 cem Muadbopmarimonusie
7 ( ) fe)xlf)lonomn s OcHOBBI JlemnoBrie
H(popmaIMOHHbIe AeJIONPON3BOACTBA KOMMYHHKAIIHH
TEXHOJIOTUU B YHOpaBJICHUA
) (3 cem.) (8 cem.)
yYIpPaBJICHUHU (2 cem.)
(1 cem.)

OIIK-6 - cnocobHocmv pewams CcmaHoapmuvle 3a0a4u NPODeCcCUOHATLHOL
0esimeNibHOCMU Ha OCHOB8e UHMOPMAYUOHHOU U OubIUOSpApUUECKOU KYIbMYPbl C
npuMeHeHuem UHGOPMAYUOHHO-KOMMYHUKAYUOHHBIX MEXHOA0SUN U C Y4emom
OCHOBHBIX MPeO0BaHULl UHGOPMAYUOHHOU OE30NACHOCT.

Omanvl popmuposanus Komnemenyuu

1 aTan 2 sTan 3 sran
Nudopmarnmonnsie Nudopmarmonnsie
OCHOBBI 1€JIONPOU3BOACTBA
TEXHOJIOTHH B YIPaBICHUHU TEXHOJIOTHH B YIPaBICHUHU
(3 cem.)
(1 cem.) (2 cem.)
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7.2. Onucanue noka3zareJsjieil 1 KpuTepueB OLEHUBAHUS KOMIIETEHIMI HA PA3JIMYHBIX 3Tanax ux ¢GopMupoBaHus,
ONUCaHHUe KA OLeHHBAHUA

Kputepuu onieHnBaHus pe3yabTaToOB 00ydeHHsI

= =
s E =
5 = % Inaunp yegd ble He 3aureno 3auTeHo 3auyTeHo 3auTeHo
=i| : PesylIbTathl 00yHermtt (0-54 Gamon) (55-69 Gamos) (70-84 Gana) (85-100 Gaos)
°© 2
3 aTan
3HaHuA: He 3naer: JleMoHCTpUpYyET JemMoHcTpupyer JemoncTpupyer
- OCHOBHBIX TIOHATHUH | - OCHOBHBIX TOHSTUH | YaCTUYHBIE 3HAHMS 0€3 | JOCTATOYHBIC 3HAHUA B | BHICOKUH YPOBEHb
. COBPEMEHHOTO COBPEMEHHOTO rpyOBIX OMINOOK: 6a30BoM oOBEME: 3HaHUI:
= JIeJIONPOU3BO/ICTBA; JIeJIONPOU3BO/ICTBA; - OCHOBHBIX TIOHATUH | - OCHOBHBIX TMOHSTHH | - OCHOBHBIX TOHSATHUI
E HOPMATUBHO-TIPABOBOW | HOPMAaTHUBHO-TIPABOBOMA COBPEMEHHOTO COBPEMEHHOTO COBPEMEHHOTO
z 6a3bl opranuzanuu | 6asbl OpraHMU3aIy | 1EJONPOU3BOJICTBA; JIEJIONPOU3BO/ICTBA; JIEJIONPOU3BO/ICTBA;
g JIeTOTIPOM3BOJCTBA B | JIEJIONPOU3BOJICTBA B | HOPMaTUBHO-TIPABOBOM | HOPMATHUBHO-TIPABOBOM | HOPMATHBHO-IIPABOBOM
8 chepe chepe 0a3bl opraHu3amuu | 6a3bl opraHuzamuu | 6a3bl OpraHu3aIiH
% - HpO(l)eCCI/IOHaJ?bHOI‘/’I HpO(l)eCCI/IOHaJ?bHOI‘/’I JeTOTIPOM3BOJCTBA B | JCNONPOU3BOACTBA B | JICJIOMPOU3BOJCTBA B
<INz NEeSATETLHOCTH; TIPABWI | NCATEIBHOCTH;  TPaBWI | cdepe chepe chepe
£ % < COCTaBJICHMS, COCTaBJICHMS, npodeccuoHaIbHON npodeccuoHaIbHON npodeccuoHaIbHON
= 5 E‘ 00paboTKH, ABMXKEHHUS, | 00pabOTKU, JABIKEHUS, | AEATEIbHOCTH; MPaBUJ | ACSITEIbHOCTH; MpPaBWI | JEATEIBHOCTH; TMPaBUI
’o.:> = ©) XpaHCHHS U | XpaHEHUs U | COCTaBIICHHUS, COCTaBIICHHUS, COCTaBJICHMUS,
o 2 HCIIOIL30BaHUSA HCIIOIL30BaHUSA 00paboOTKH, IBWXKEHUS, | 00paOOTKH, IBWKCHHS, | 0OpaOOTKH, JIBHKCHUS,
§ JTOKYMEHTOB B | IOKYMEHTOB B | XpaHEHUs U | XpaHEHUS U | XpaHEHUS u
g OpraHM3aIuiy; OpraHM3aIuiy; UCIOJIb30BAHUS UCIIOJIb30BaHUs UCIIOJIb30BaHUs
= MpeIHa3HAYCHUS U | IpeTHa3HAYCHUS U | JOKYMEHTOB B | TOKyMEHTOB B | TOKyMEHTOB B
c% cocraBa cocraBa OpraHM3aIuiy; OpraHu3aIuy; OpraHu3aIuy;
2 OpraHU3aIOHHO- OpraHU3aIOHHO- MpeIHa3HAYCHUS U | IpeIHa3HAYCHUS U | IpeIHA3HAYCHHS u
5 MIPaBOBBIX U | IPaBOBBIX U | cocTaBa cocTaBa cocTaBa
pactopsANTEIbHBIX pactopsANTEIbHBIX OpraHU3aIOHHO- OpTraHU3aIMOHHO- OpTraHU3aIMOHHO-
JIOKYMEHTOB, UX | TOKYMEHTOB, WX | IPaBOBBIX U | IPaBOBBIX U | IPaBOBBIX u
byHkuii u  nopsaka | QyHKIUA M TOpsSAKa | paclopsIuTeNIbHbBIX pacnopsANTeNbHbIX pacnopsANTeNbHbIX
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pa3paboTKu; OCHOB | pa3pa0oTKH; OCHOB | TOKYMEHTOB, UX | JOKYMEHTOB, UX | JOKYMEHTOB, 17
JIeTTIOBOTO OOILECHHS JIeTTIOBOTO OOILECHHS ¢bynkuuii w  mopsaka | GyHKUMA W Topsaka | QyHKOMA @ M [opsaka
Jlomyckaet rpyObie | pa3paboTKH; OCHOB | pa3paboOTKH; OCHOB | pa3paboTKH; OCHOB
OLINOKH. JIeTIOBOTO OOILECHHS JIETIOBOTO OOIIEHUS JIeTTIOBOTO OOIIEHUS
YMmenus: He ymeer wim JleMoHCcTpUpYyET JemoHCcTpHpYyeT JemoHcTpHpyeT
- OCYIIECTBISIT | IGMOHCTPUPYET YacTUYHbIC YMEHHUs 0e3 | 0a30BbIi ypOBEHb BBICOKUH YPOBCHb
JIEJI0BOE oO0IIeHue; | YaCTUYHBIC YMEHHUS, rpyOBIX OMIHOOK: YMEHMM: YMEHMM:
MIPOBOJTUTH JomycKast TpyObie - OCYIIECTBIATH | - OCYILECTBIIATH | - OCYIIECTBIISITH
MIEPETOBOPHL; OIIINOKU: ZIEJIOBOE 0OIIIeHHE; | IETOBOE 0OIIIeHHE; | IETOBOE o0IIIeHHE;
COBCIIIAHUS; - OCYIIECTBIIATH JIEJIOBOE | MPOBOJUTH IPOBOJTUTH POBOUTH MEPETOBOPHI;
pa3pabaTbIBaTh o01IeHue; MIPOBOJIUTH | IEPETOBOPHI, HIePEroBOPHI; COBEIIAHUS;
JIOKaJIbHBIE MIEPErOBOPBL; COBCIIIaHUS; COBCIIIAHUS; pa3pabaThIBaTh
HOpPMAaTHBHBIC COBEIIIAHUS; pa3pabaTbIBaTh pa3pabaTbIBaTh JIOKaJIbHbIE
JOKYMEHTHI, pa3pabaTbIBaTh JIOKAJIbHBIE JIOKaJIbHbIE HOPMAaTHUBHBIC
periIaMeHTHpYIOIIHe JIOKaJIbHBIE HOpPMAaTHBHBIC HOPMAaTUBHBIC JIOKYMEHTHI,
YIIpaBJICHYECCKYIO HOpPMAaTHBHBIC JTOKYMEHTHI, JOKYMEHTHI, perIaMeHTHPYIOIINE
NesTeIbHOCTh,  BECTH | JOKYMEHTHI, periIaMeHTHpYIOLIHe periIaMeHTHPYIOIUe yIIpaBJICHYECKYIO
JETOBYIO TIEPEMUCKY, B | PETIAMEHTHPYIOIIUE YIIpaBICHYECCKYIO yIIPaBJICHYECKYIO NeSITeTTHHOCTD; BECTH
TOM qucie C | yIpaBIeHUYECKYIO NESTEeNbHOCTD,  BECTH | ACATEIBHOCTb,  BECTH | JCJIOBYIO IIEPENHCKY, B
UCTIOJIh30BAHUEM JeSITeTbHOCTD; BECTH | JICJIOBYIO TIEPEMUCKY, B | JCIOBYIO TMEPEIUCKY, B | TOM qrcie c
COBPEMEHHBIX JIETIOBYIO TIEPENUCKY, B | TOM qucie c | Tom qucie C | HCIIOJIb30BaHUEM
AIIEKTPOHHBIX dopm | Tom qrcie C | HCTIOJTE30BaHUEM UCTIOJIb30BaHUEM COBPEMEHHBIX
oOMeHa JIeNIOBOM | MCTIOJIb30BaHUEM COBPEMEHHBIX COBPEMEHHBIX AIIEKTPOHHBIX bopm
nHpopmanmen COBPEMEHHBIX AIIEKTPOHHBIX ($hopM | DIIEKTPOHHBIX dbopm | oOMeHa hi (53 (0):10)%
AIEKTPOHHBIX ¢dbopMm | oOmeHa NIEJIOBOM | oOMeHa NeNoBOM | mHpopMarueit
oOMeHa JIENOBOM | MH(pOpMAaIIHEH uHdopmaruen
uHpopmanuen
HaBbiku: He Brnageer win JleMoHCTpHUpYyET JemMoHncTpupyeT JeMoHcTpHUpyeT Ha
- JIeT0BOTO OONICHUS; | IEMOHCTPUPYET HU3KUH | YACTUYHBIC BIaICHUSI 0a30BbIif YPOBEHb BBICOKOM YPOBHE
MyOJIMYHBIX YPOBEHb BIIa/ICHUSA 6e3 rpyObIx omrOoK BJIa/ICHUS HAaBbIKAMU: BJIa/ICHUE HaBBIKaAMMU:
BBICTYIJICHU; BEJCHUS | HABBIKAMHU: HaBBIKAMU: - JIeTOBOTO OOIICHHUS; | - JEJOBOTO  OOIICHHS,
IIEPETOBOPOB; - JIeTOBOTO  OOLICHHMS; | - JEJIOBOrO OOILICHMS; | MyOIUIHBIX MyOJMYHBIX
COCTABJICHHS JICJIOBBIX | MyOJIMYHBIX MyOJIMIHBIX BBICTYIUICHUN; BEJCHHS | BHICTYIUICHHI;, BEICHUS
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HHUMU

JlonyckaeT rpyobie
OLIMOKHU.

oOparieHuil rpaxaaH u
TEXHOJIOTHH paboThl C
HUMHAU

oOpalneHuil TpaxaaH u
TEXHOJIOTHI paboThl C
HUMHAU

1ceM; MOJJICP’KKH | BBICTYIIJICHUI; BEIEHUS | BHICTYIUICHUI; BEJICHHUS | IEPETOBOPOB; MIEPETOBOPOB;
AJIEKTPOHHBIX NIEPEroBOPOB; NIEPEroBOPOB; COCTaBJICHUS JICNIOBBIX | COCTABJICHUS  JICIOBBIX
KOMMYHHKAIUI B | COCTAaBJICHUSI  JICJIOBBIX | COCTABJICHHS JENIOBBIX | ITUCEM; MOJJIEPKKH | TTHCEM; MOJIJIEPIKKH
cdepe MUCEM; MOJICPIKKH | TIHCEM; MOJICPIKKH | AIEKTPOHHBIX AIIEKTPOHHBIX
JeJIONPON3BOICTBA ANEKTPOHHBIX ANEKTPOHHBIX KOMMYHHUKAIUH B | KOMMYHHKAIMil B cdepe
KOMMYHHKAIU B cepe | KOMMyHUKAIIHIA B | cepe JIeTIOTPOU3BOJICTBA
JeJIONPON3BOICTBA chepe JIEJIONPOU3BO/ICTBA
JlonyckaeT rpyobie JeTIOTIPOU3BOICTBA
OIIMOKHU.
3HaHuA: He 3naer: JleMoHCTpUpYyET JemMoncTpupyer JemoncTpupyer
- OCHOBHBIX | - OCHOBHBIX | YaCTUYHBIC 3HaHUA 0€3 | JOCTATOYHbIE 3HAHUS B | BBICOKUN YPOBEHb
UHPOpPMAIMOHHO- nHPOPMAIIMOHHO- rpyOBIX OMINOOK: 6a30BoM oOBeEMeE: 3HAHUM:
KOMMYHHUKAI[MOHHBIX KOMMYHHUKAIIMOHHBIX - OCHOBHBIX | - OCHOBHBIX | - OCHOBHBIX
TeXHOJIIOTUH B cdepe | TexHonoruié B cdepe | HHPOPMALMOHHO- UH(POPMAIMOHHO- UH(POPMAIMOHHO-
OpraHu3aIuu OpraHu3aIuu KOMMYHHUKAIIMOHHBIX KOMMYHHKAI[MOHHBIX KOMMYHHUKAI[MOHHBIX
JeTIOTIPOU3BOICTBA; JeTOTIPOU3BOICTBA; TEeXHOJIOTUH B cdepe | TexHomoruit B cdepe | TexHONOTHA B cdepe
0COOEHHOCTEM 0COOEHHOCTEM OpraHu3aIuu OpraHu3auu OpraHu3aun
COCTaBJICHHS U | COCTaBJICHHS U | IeJIONpPOU3BOJICTBA; JIeNTOTIPOU3BO/ICTBA; JIeNTOTIPOU3BO/ICTBA;
oopmIIeHUs oopMIIEHUS CITPABOYHO- | 0COOEHHOCTEH 0COOeHHOCTEH 0CcoOeHHOCTEH
© CIIpaBOYHO- MH(POPMALIMOHHBIX U | COCTaBICHHS U | COCTaBIICHUS U | COCTaBIICHUS u
< WH()OPMAIIMOHHBIX U | CIIPABOYHO- oopmIIeHUs odopMIIeHUS odopmIIeHUS
g CIIpaBOYHO- aHATTUTHYECKUX CIpaBOYHO- CIPaBOYHO- CIPaBOYHO-
aQHAJTUTUYECKUX JOKYMEHTOB Ha OCHOBE | MHPOPMAIIMOHHBIX U | ”HPOPMALIMOHHBIX U | HH(OOPMAIIMOHHBIX u
JOKYMEHTOB Ha OCHOBE | HH(pOpPMAIIMOHHOMN U | CIpaBOYHO- CIPaBOYHO- CIPaBOYHO-
nHpopManmoHHot W | OubGaMorpaduyecKon AHATTMTHYCCKUX AHAJTUTHICCKUX AHAJTUTHICCKUX
o6ubnuorpaduyeckon KYJIBTYpPBI; BUJIOB | JOKYMEHTOB Ha OCHOBE | JOKYMEHTOB Ha OCHOBE | JOKYMEHTOB Ha OCHOBE
KYJIbTYpHI; BHJIOB | OOpamieHnii TpakaaH W | HHGOPMAIIMOHHOW | | ”HQOPMAIMOHHOW W | HH(GOPMAIIMOHHON u
oOpalleHnil TpakIaH W | TEXHOJOTHH paboTel ¢ | Gubamorpadpuueckoi o6ubnmorpaduueckon o6ubnmorpaduueckont
TEXHOJOTUN paboThl C | HUMH KYJIbTYPBI; BUJIOB | KYJIBTYpBI; BUJIOB | KYJIBTYpHI; BUJIOB

oOpaleHuii TpaxkIaH H
TEXHOJIOTHI PaboOThl C
HUMHAU
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Ymvenusn:

- pemaTh CTaHIAPTHHBIE
3a7a49u
npodeccnoHabHOM
JEATETIBHOCTH B
obmactu
JCIIONPOU3BOJICTBA €
MIPUMEHEHHEM
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHH;
MIOJIb30BATHCS
nH(pOpMaIMOHHO-
CIIPaBOYHBIMU
CHCTEMaMHU,
ANEKTPOHHBIMU
OHOJIMOTEYHBIMHU
pecypcamu u
KOMITbIOTEPHBIMH
CIPaBOYHBIMHU
MIPABOBBIMU CUCTEMAMHU

He ymeet mim
JEMOHCTPHPYET
YaCTUYHBIC YMCHHUS,
JonycKas rpyosie
OIIUOKM:

- pemiaTh CTaHIApTHBIC
3a1a9u
npodeccnoHabHOM
IEATEILHOCTH B 00J1aCTH
JIEIIOTPON3BOICTBA c
MIPUMEHEHUEM
UHPOPMAIMOHHO-
KOMMYHHUKAITMOHHBIX
TEXHOJIOTHI;
MTOJI30BaTHCS
nHPOPMAIIMOHHO-
CIIPaBOYHBIMU
CUCTEMaMHU,
ANEKTPOHHBIMU
OMOIMOTCYHBIMHU
pecypcamu u
KOMIThIOTEPHBIMH
CIIPaBOYHBIMU
MIPaBOBBIMU CUCTEMAMHU

JleMoHCTpUpYyET
YaCTUYHbIC YMEHUs 0e3
rpyOBIX OIMHUOOK:

- pemiaTh CTaHIAPTHHIE
3aJaun
npodeccuoHaIbHOM
JeSTeTbHOCTH B
obmactu
JeTOTIPOU3BOCTBA  C
MIPUMEHEHHEM
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTHH;
MOJIb30BAThCSA
nH(pOpMaIMOHHO-
CIIPaBOYHBIMU
CHCTEMaMH,
ANEKTPOHHBIMU
OMOJIMOTCYHBIMH
pecypcamu "
KOMITBIOTEPHBIMU
CTIPAaBOYHBIMU
MIPABOBBIMU CUCTEMAMHU

JemoHCcTpHpYyeT
0a30BbIif ypOBEHb
YMEHHUIA:

- pelaTth CTaHIApTHHIC
3a7a9u
npohecCHOHATBLHOM
JeSITeITbHOCTH B
obnactu
JIENIOTIPOU3BOJCTBA  C
MPUMEHEHHEM
nH(}OpMaMOHHO-
KOMMYHUKAITHOHHBIX
TEXHOJIOTHIA;
MOJIb30BAThHCS
nH(OpMaMOHHO-
CIIPaBOYHBIMHU
CHCTEMaMH,
AIIEKTPOHHBIMU
OMOJIMOTCYHBIMHU
pecypcamMu u
KOMIBIOTEPHBIMU
CTIPaBOYHBIMHU
MIPABOBBIMHU CHCTEMaMU

JemoHCcTpHpYyeT
BBICOKUH YPOBEHb
YMEHHIA:

- pemarh CcTaHAapTHBIC
3aaun
npodhecCHOHATBLHOM

eI TeIbHOCTH B
obnactu
JIEJIONPOU3BO/ICTBA c
MPUMEHEHHEM
nH(OpMaIMOHHO-
KOMMYHUKAITHOHHBIX
TEXHOJIOTHIA;
MOJIb30BATHCS
nH(OpMaMOHHO-
CIIPaBOYHBIMU
CUCTEMaMH,
AIIEKTPOHHBIMU
OMOJIMOTCYHBIMH
pecypcamu u
KOMIBIOTEPHBIMU
CIIPaBOYHBIMU
MPABOBBIMHU CHCTEMaMU

HaBbixu:

- TOMCKAa W aHaJu3a
HOpMaTI/IBHI:IX nu
MPaBOBBIX JTOKYMEHTOB,
perIaMEHTUPYIOIINX
JIEONIPOU3BOJICTBO €
HCIIOJIBb30BAHUEM
nH(pOpMaIMOHHO-
KOMMyHI/IKaLII/IOHHI:IX
TEXHOJIOTUH, BEICHHS

He Bnaneet unu
JEMOHCTPUPYET HU3KHI
YpOBEHb BIaJACHUS

HaBBIKAMU:

- TIOMCKa U aHajIu3a
HOPMAaTUBHBIX U
IIPAaBOBBIX JJOKYMEHTOB,
PErIaMEHTHPYIOIIHX
JEJIONPOU3BOJICTBO c
HCIIOJIb30BAHUEM

JleMoHCTpUpYyET
YaCTUYHBIC BIIAJICHHUSI
0e3 rpyOBIX OMUO0K

HaBBIKAMU:

- TIOMCKa M aHauu3a
HOPMAaTUBHBIX u
IIPABOBBIX JIOKYMEHTOB,
PErIaMEHTHPYIOIINX
JEJNONPOU3BOJCTBO €
HCIIOJIb30BaHUEM

JemMoncTpupyer
0a30BbIl YPOBEHB
BJIaACHHS HABBIKAMMU:

- TOMCKa U aHalu3a

HOPMAaTUBHBIX u
NPaBOBBIX JOKYMEHTOB,
pernaMeHTUPYIOIIUX
JIETIOTIPOU3BOACTBO  C
HUCIIOJIB30BAHHUECM
nH()OpPMaIMOHHO-

JeMoHCcTpHUpYyeT Ha
BBICOKOM YpOBHE
BJIa/ICHUE HaBbIKaAMMU:

- IoMCKa U aHaju3a

HOPMAaTUBHBIX u
NPaBOBBIX JTOKYMEHTOB,
pernaMeHTUPYIOIIUX
JIEITOTIPOU3BOJICTBO c
HUCIIOJIB30BAHUECM
nH()OpPMaIMOHHO-
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IEJIONpPONU3BOACTBA |
JOKYMEHTO00OpOoTa B
chepe
npodeccnoHabHOM
AEATENBHOCTH C y4ETOM
OCHOBHBIX TpeOOBaHUMN
nH(pOpMaMOHHOM
6e30macHOCTH; PabOTHI
c oOpareHusIMH
rpaKaaH

nH(pOpMaIMOHHO-

KOMMYHHKAITHOHHBIX
TEXHOJIOTHH, BEICHUA
JIEIIOTPON3BOICTBA u
JIOKYMEHTO000pOTa B
cdepe
npogecCuoHATBHON
NEeSTEIHOCTH C Y4€TOM
OCHOBHBIX  TpeOOBaHUI
MHPOPMAIIMOHHOH

0e30macHOCTH; pabOThI C
oOpaleHusIMi  TpaXKIaH
Jlomyckaet rpyobIe
OIITUOKHU.

nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUH, BEICHHS
JENIONPOU3BOJCTBA |
JOKyMEHTOO0OpOTa B
chepe
npodecCuoHATBHON
JESTEHOCTH C Y4ETOM
OCHOBHBIX TpeOOBaHUH
MHPOPMAIIMOHHOMN
0e30macHOCTH; PpaboThI
C oOpareHus MU
rpaxaaH

KOMMYHHUKAI[MOHHBIX
TEXHOJIOTHH, BEACHUS
NEIONPOU3BOJACTBA U
JOKYMEHTOO0OpOoTa B
chepe
npohecCHOHATBLHOM
NESTEIbHOCTH C YU4ETOM
OCHOBHBIX TpeOOBaHUIA
nH()OPMAITMOHHOM
0e30macHOCTH; PabOTHI
C oOpareHusIMu
rpaKaan

KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIH,  BEACHUS
JEIONpPOU3BOJCTBA U
JOKYMEHTOO0OpoTa B
chepe
npodhecCHOHATBLHOM
JESITEIIbBHOCTH C Yy4€TOM
OCHOBHBIX TpeOOBaHMIA
nH()OPMAITMOHHOM
0e301acHOCTH; paboTHI C
oOpaIeHUsIMA TPaKIaH
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7.3. TunoBble KOHTPOJIbHBIE 3aJaHUS WIH UHbIE MaTepUaJibl, He00X0IMMbIe
JJI51 OLleHKH 3HAHUI, YMEeHHN i, HABBIKOB U (MJIH) ONBITA AeATeIbHOCTH,
XapakTepu3yIuX 3Tanbl (POPMHUPOBAHUS KOMIIETEHIIHII B Npolecce

OCBOEHNsI 00pa30BaTeIbHOM MPOrpaMMbl

7.3.1 TunoBbie BONPOCHI K 34Ty

FOCYI[APCTBEHHLIfI MHCTUTYT 3KOHOMUKU, PUHAHCOB, ITPABA U TEXHOJIOT' M
Kadenpa menemxxxkmenrta
BUJIET K 3AYETY Ne 1
Ilo mucimnanae «OCHOBHI JICTOIPON3BOICTBAY
TeopeTnueckre BOIPOCKI:
Tecr 1.
IIpakTHKO-OpHUEHTUPOBAHHOE 3aaHue Nel

3aB.kadeapoit MeHePKMEHTa K.3.H. nou. Yymakos B.H
(noonucw)

I'OCYJAPCTBEHHBIM UHCTUTYT SKOHOMUKHU, DUUHAHCOB, ITPABA 1 TEXHOJIOT'IU
Kadenpa menemxxxkmenrta
BUJIET K 3AYUYETY Ne 2
Ilo mucimnanae «OCHOBEI JICTOIPON3BOICTBA
TeopeTnueckne BOIPOCKI:
Tecr 2.
IIpakTHKO-OPUEHTUPOBAHHOE 3aJaHue No2

3aB.kadeapoit MeHePKMEHTA K.3.H. nou. Yymakos B.H
(noonucv)

IIpumep Tecra.
Tecrt 2 IlIpasunbvhvlx eapuannos omeemos moxcem 0blmp HECKOJIbKO
1. B kakoM ciy4yae nNpaBUJIbHO 0(pOPMIIEH PEKBU3UT «AJpecar»:
1.1. 603400, r. Huxxuuit HoBropon
['CII-57 np. I'arapuna 46,
BBKY, kab. 315
H.T. ITaBnoBy
1.2 B xoMuTeT No JiesiaM MOJIOJIEKU
Anmvunnctpanuu Cankt- [letepOypra
r-uy [Ipusanosy T.IL

1.3 I'en. nupexropy
3A0 «Mukpon»
r-uy Hukutuny O.b.

1.4 CemenoBoii H.U.

np. [Ipocsemienus, 1. 6, kB. 22,
r. Caparos, 305243
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2. B kakoMm ciiyyae nNpaBuJIbHO 0(popMJIeH PeKBU3UT «OTMETKA 0 HAJITUYNH
NPUJI0KEHHUSD, €CJIN NPUJIAraeMblii JOKYMEHT B TeKCTe CJIy:KeOHOro nuchbma
He Ha3BaH?
2.1 [Tpunoxenue: [locranoBnenue Ha 2 1.
2.2 [Tpunoxenue: Ha 3 1. B 2 3K3.
2.3 [Tpunoxenue: 1. CnpaBka 0 coriacCOBaHUM MPOEKTa Ha 2 J1.
2. OT3BIBHI 110 NIPOEKTY HA 3 JI. B 3 3K3.
3. PexBusut «AcnosHUTEIB» 0GOpMIISIETCH CIEAYIOIMM 00pa3oMm:
3.1  Ucn. Kanununa I'JI. 245-67-12
3.2 CrenanoB UBan ®enoposuy 145 23 80
3.3  Kiumona (89) 561-54-45
3.4 T'H. HoBukoB
12317 39
4. B coctraB pexkBu3uta «OT™MeTKA 0 3aBEPEHUN KOMUIW> BXOIAT:
4.1 CnoBo «BepHo», HAMMEHOBAaHUE JNOKHOCTH, JIMYHAS MTOANHKCH, AaTa.
4.2  CnoBo «BepHo», HAMMEHOBAHUE JOHKHOCTH, TUYHAS MTOATHKCH,
pacunpoBKa, MOAINUCH, AaTa.
4.3 CnoBo «BepHo», HauMeHOBaHUE AOJIKHOCTH, JaTa.
5. B kakoM ciiy4ae npaBuJIbHO 0(pOPMJIEH PEKBU3HUT «3aroji0BoOK»?
5.1  Ilo nuuHOMY COCTaBy
5.2 O npubopax «DotoH-320»
5.3 «OO0 yToOYHEHHUHU TITATOBY.
5.4 OO0 obecriedeHNH KOHTPOJIS.
6. B xakoMm ciiydyae npaBHiIbHO 0popMiIeH pekBU3HMT «I'pud yrBep:xkaeHus»?

6.1 VYTBepxnaeH
[Tpuka3 nupexkropa HUN
«llemeHT»

12.05.2003 Ne 43-nn

6.2 «<YTBEPXIEH O»
[IpoTokonom coOpanus
ot 24.10.2003 Mo. 58

6.3 VTBEPXIAIO

[TpopexTop no y4ebHoit paboTte

JInunas nognuce H.U. [Ipoxopos

17.08.2003

7. Pe301I01HI0 HA CJIYKeOHOM NMHCbMe CielyeT MUCaTh:

7.1 B 3arosoBo4HOl 4acTH JJOKyMEHTa Ha CBOOOIHOM OT TEKCTa MECTE.
7.2  Ilox TexcToM.

7.3  Ha nro60M cBOOOJHOM OT APYTUX PEKBU3UTOB MECTE.

8. OTTHCK MeYaTHu NpPoCTaBJsieTCs:

8.1 Ha mob6oM cBoOOIHOM MecTe Hike pekBu3uTa «lloamuce.
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8.2 Ha cBobonHOM MecTe JeBee MOANUCH, C YACTHUHBIM NMEPEKPBHITUEM JINIHON
MOJIITUCH.

8.3 Ha cBoOOAHOM MecTe, C YaCTUYHBIM MNEPEKPHITUEM JTUUHON TOJAMUCH U
HAMMEHOBAHUS JOJIKHOCTH.

9.JI0KyMeHT, He U3JA0IIUIICA HA OCHOBE e[IUHOHAYAJINS:

9.1 VYka3bl

9.2 VkazaHus

9.3 Ilpukasbl

9.4 Pemenue (s1).

10. TokymMeHT, He OTHOCAIIMICS K MH(POPMAITHOHHO- CIIPABOYHbIM:

10.1 ITucbma.

10.2 Jloknagnabie, C1yKeOHbIE U OOBSICHUTEIHHBIC 3AIMICKH.

10.3 CaopaBku.

10.4 AKTsL.

10.5 HJorogop.

IIpyMep NpaKTHKO-OPUEHTHPOBAHHOIO 32/ IaHU.

Ilpakmuxo-opuenmuposannoe 3aoanue Ne 1:

[Ipencenarens denepabHOrO rOCYIAPCTBEHHOTO OIOJIKETHOTO YUPEKACHUS
Hayku DenepalbHbI UCCIEAO0BATENbCKUN LEeHTp "KapenbCKuil Hay4dHBIA LEHTP
Poccuiickoii akagemun Hayk" (cokpam. - KapHI[ PAH) O.H. baxmer 15 mas
TEKYIIEro roja u3fal U MOANKICcal paclopssKeHUE 00 y4acTUd B OOIIETOPOACKOM
cy606oTHuke. OOmmEropoackol CyOOOTHHK 1O yOOpKe Topoja TMOjA JACBHU30M
«JltobumoMy TOpOAYy — OOCTOMHYIO UYHUCTOTY» MPOBOAWICS AIMHHHCTpAIUeEi
r.Ilerpo3aBojcka 18 mas Texyiero roaa.

CocraBbre PacrnopspkeHne, B KOTOPOM MPEANUCHIBAETCS MOAPA3ACICHUIM
KapHI] PAH npunsate ydyactue B 00LIETOPOJCKOM CYOOOTHUKE HA MPUJIETAIOIINX
K lleHTpy TeppuUTOpUSAX KW B NPOM3BOJCTBEHHBIX NoMenieHusAX. OpraHuzanus
paboThl MO yOOpKEe TEPPUTOPUHU BO3JIAraeTcs Ha HavyajdbHUKA aJMUHUCTPATHUBHO-
XO35IUCTBEHHOT'O otnena  B.Il.Mapxkosy. HavanpHuky  aBTOXO03s1CTBa
O.B.Py6aHOoBYy mnpeanuchIiBae€TCsl BBIACIUTh aBTOTPAHCIIOPT AJis BbIBO3a MycOpa.
Hcnonnurens pacnopsixenns OkarbeBa C.b.

7.4. MeToauuecKue MaTepuaJibl, onpeaeasoiye Npoueaypbl OleHUBaAHUS
3HAHUM, YMEHHUI, HABBIKOB WJIH ONBITA IeATEIbHOCTH, XapaAKTePU3yOIIHe
3Tanbl GOpMUPOBAHMSA KOMIIETEHIIMH

B TUDDIIT pans oneHKW 3HAHWUN, YMEHUN, HABBIKOB M (WJIM) OIbITa
NEeATEIbHOCTH HUCIONb3yeTcsl OalibHO-pedTuHroBas cucrema. [log OamibHO-
PEUTHHTOBOM CHCTEMON MOHUMAETCS CUCTEMA KOJIMYECTBEHHOW OLIEHKU KayeCcTBa
ocsoenuss OIl BO. Ilpu s3TOM wH3ydaemas AUCUUIUIMHA JACJIATCA Ha PsA
CaMOCTOSITEJIbHBIX, JIOTMYECKH 3aBEPIICHHBIX  pa3lesoB  (Monyse)  Juisd
MIPOBEICHUA 10 HUM KOHTPOJIbHBIX MEPOIIPUATHH.

Texymmii KOHTPOJL MPEACTABISIET COO0M MPOBEPKY YCBOEHUS YYEOHOTO
MaTepuajia  TEOPETUYECKOr0 M IMPAKTUYECKOTO  XapakTepa, peryyisipHO
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OCYIIECTBIISIEMYI0 Ha MPOTSDKEHUH ceMecTpa. K JOCTOMHCTBaAM JaHHOTO THIIA
OTHOCUTCS €ro CHUCTEMAaTUYHOCTh, HEMOCPEACTBEHHO KOppPEIUpYyIoIascs ¢
TpeOOBaHUEM MOCTOSIHHOTO U HETPEPHIBHOIO MOHUTOPUHTA KauecTBa 0Oy4yeHus, a
TaKKe BO3MOKHOCTb OaJTbHO-PEUTUHTOBOM OLICHKM  YCIIEBAaEMOCTH
obyuaromuxcs. K ocHOBHBIM hopMaM TEKyIIEro KOHTPOJIS (TEKyIeH aTTecTalyu)
MO>KHO OTHECTH YCTHBIHN OINPOC, MMCbMEHHbBIE 3a/1aHHsI, KOHTPOJIbHbIE PAOOTHI.

[IpomexxyTouHast aTrecTanus, Kak MPaBHIIO, OCYIIECTBISETCS B KOHIIE
ceMecTpa M MOKET 3aBepIliaTh W3yYeHHE KaK OTACIHHON TUCIUIIINHBI, TaK U €€
pasnena (pa3nenoB) /Moxyns (Moxyneit). [IpomexxyTrouHas arrectanus mMOMOTaeT
OTICHUTH 00JIee KPYIHBIE COBOKYITHOCTH 3HAHUN W YMEHH, B HEKOTOPBIX CIydasx
— gaxe (QopMUpOBaHUE OMNPEICICHHBIX NPO(HECCHOHATBHBIX KOMITCTCHITUMA.
JlocToMHCTBa: TOMOTAaeT OIEHUTh 0oJieeé KPYMHBIE COBOKYITHOCTH 3HAHUUA U
YyMEHUH, B HEKOTOPHIX Ciy4dasx — Jaxe (OPMHUPOBAHHE OMPEIEICHHBIX
npodeccuoHanbHbix KomneTeHuil. dopma NpoMEKYTOYHOW aTTecTaldd IO
aucuumuinae  "OcHogvl  Oenonpouzsoocmea': 3ader. Tekymui KOHTPOJIb U
IPOMEXKYTOUHAsE aTTecTalus TPAAUIMOHHO CIY>KaT OCHOBHBIM CpPEJICTBOM
oOecrieueHrs B yueOHOM Mpoliecce «0OpaTHOM CBSI3W» MEXAY MpernojiaBaresieM u
oOyyJaroummcsi, HEOOXOJUMOM JIsi CTUMYJIHMPOBaHUS PAOOThl OOyHaroIIMXcs U
COBEPILIEHCTBOBAHUS METOJIMKH MPENoAaBaHus y4eOHbIX TUCIUTIINH.

[lo pe3ynbTaTaM MNpPOMEKYTOYHOM aTTECTAllMU CTYJEHTY 3aCUUTHIBACTCS
TPYJOEMKOCTh  AUCIUIUIMHBI B 3a4€THBIX  €JUHUIAX,  BBICTABIISACTCSA
mudpdepeHIMpoBaHHasE ~ OIlEHKAa B  IPHUHATOM By3e  CHCTeMe  OaJlioB,
XapaKTEepU3YIOIasi KAYECTBO OCBOCHUS CTYJICHTOM 3HAHUM, YMEHUU U HABBIKOB IO
ATOMW JUCIUILINHE.

YPOBHHM OCBOEHUA JNCHUITJINHBI

MuyHUMaJIbHBIN OcHOBHOM [IponBuHYTHIN
bannv 55-69 70-84 85-100
Ouyenra 3a4TEHO

Ouenka «3auTeHo» (Oosiee 55 OamIoB) CTABUTCA, €CJIM OOyYarOIIUMACS
OCBOMJI TPOTPAaMMHBIA MaTepuand BCEX pa3leioB, 3HAET OTIENbHBIE JIE€TalH,
NoCNeAOBaTeIeH B M3JIOKEHHH  MPOrpaMMHOTO  MaTepuaia,  BIaJeeT
HEOOXOJUMBIMU YMEHHUSMHM U HaBBIKAMH TIPU BBIMOJHEHUH MPAKTHUYECKUX
3a1aHUM.

OreHka «He 3a4TeHO» (MeHee 55 OallIoB) CTaBUTCA, €CIM OO0y4arolIUCs
HE 3HAET OTAEIBHBIX pa3/iejoB MPOrPaMMHOTO MaTepHuasa, HEeImoCIeI0BaTeNIeH B
€ro H3J0KEHWU, HE B TIOJHOM Mepe BiajeeT HEOOXOAMMBIMU YMEHUSIMU H
HABBIKAMH TPU BHITIOJIHEHUH NMPAKTUYECKUX 3a1aHUM.

8. IlepeyeHb OCHOBHOI U IOMOJHUTEILHOM YU4eOHOM JIUTEPATYPHI,
HEe00X0AUMOi JJIS 0CBOCHUS JUCUHMILIMHBI (MOYJIs1)

a) HOpMaTHBHbIE IPABOBbIE AKTHI:
5. Konctutymuss Poccuiickoir ®enepauuu ot 12.12.1993r. (mpunsita
BCEHApOJHBIM TrojocoBanueM 12.12.1993) (¢ yuéroM nompaBOK, BHECEHHBIX
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3akoHamu P® o nompaBkax k Koncturymuu PO ot 30.12.2008 N 6-OK3, ot
30.12.2008 N 7-®K3, ot 05.02.2014 N 2-®K3, ot 21.07.2014 N 11-OK3).//
Co0panue 3akononatenbcTa PO. - 04.08.2014. - ¢31. - c1. 4398.

6. Tpynosoi konekc Poccuiickoir denepanuu ot 30.12.2001 N 197-®3
(B pen. ot 31.12.2017). // «Cobpanue 3akoHoaarenbcTBa POy». - 07.01.2002. - N 1
(actsb 1). - cT. 3.

7. "O6 wunHbpopmaiy, HHOOPMAIMOHHBIX TEXHOJOTHSAX U O 3allUTe
unpopmarun". @Denepanbubiii 3akoH ot 27.07.2006 N 149-®3 (pea. or
25.11.2017) (¢ w3m. m pom., Bctyn. B cmiy ¢ 01.01.2018)// "CoGpanue
3akoHojatenbcTBa PO", 31.07.2006, N 31 (1 u.), cT. 3448.

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

9. «O0 ytBepxkaenun IlpaBun npenompousBojicTBa B (heaepanbHbIX
OpraHax WCIOJHUTENIbHON Biactw». llocranosnenue IlpaBurensctBa PO ot
15.06.2009 N 477 (pen. ot 26.04.2016). // «CoOpanue 3akoHoaarenbcTBa PDy. -
22.06.2009. - N 25. - ct. 3060.

0) OCHOBHAasI JIUTEepaTypa:

10. AcamueB A. M. OcHOBBI Jenonpou3BojicTBa: yueO. mocodue / A.M.
Acamues, 1.11. MuponoBa, E.A. Kocapesa, I'.I'. BykoBud. — 2-¢ u3f., ucop. u
qon. — M.: MHOPA-M, 2017. — 146 c. — (Beiciee oOpa3oBaHue:
bakanaBpuar). [DJ1eKTPOHHBIA pecypc]. URL:
http://znanium.com/bookread2.php?book=782839.

11. beikoBa T. A. JlokyMeHTaUMOHHOE OOECHEYEeHHE YIPaBICHUS
(memompousBoicTBO): yued. mocobue / T.A. beikoBa, T.B. Kysnemona, JI.B.
Cankuna. — 2-e u3n., nepepad. u gon. — M.: UHOPA-M, 2017. — 304 c. + Jlom.
MaTtepualbl [ DNeKTpOHHBIN pecypc; Pexxum noctyna http:// www.znanium.com]. —
(Beiciee  oOpaszoBanue: bakamaBpuart). [OnektpoHHblii  pecypc]. URL:
http://znanium.com/bookread2.php?book=762591.

12. Tlanacenko FO. A. Jlenonpou3BOACTBO: JOKYMEHTALIMOHHOE
obecrnieueHue ympaniieHus: YdueoHoe nocodue / [lanacenko FO.A., — 3-e u3n. —
M.: PUOP, UHOPA-M, 2016. — 112 ¢. — (BO: bakamaBpuar). [DaeKTpOHHBIN
pecypc]. URL: http://znanium.com/bookread2.php?book=542773.

B) JIONOJIHUTEJILHASA JIUTEpPaTypa:

13.  Angpeesa B.M. [lenonpou3BoACTBO: OpraHu3alus U BeaeHue. — M.:
KnoPyc, 2013. — 294 C. [DJ1eKTPOHHBIH pecypc]. URL:
https://www.book.ru/book/907458.

14. bacakoB M.U. JlokymeHTalMOHHOE oOOecreueHne ynpaBieHus (c
ocHoBamu apxuBoBeaeHus). — M.: KunoPyc, 2016. — 216 c. [OnexTpoHHbII
pecypc]. URL: https://www.book.ru/book/918426.

15. JloxymeHTaumoHHOE oOOecCleYeHue YIpaBICHUYECKUX MPOLECCOB:
moHorpadus / JI.B. llupokosa, M.A. ActadpreBa. — M.: Pycaiinc, 2016. — 110 c.
[DnexTponnsIit pecypc]. URL: https:// www.book.ru/book/921995.

16. KupcanoBa M. B. Kypc nenonpousBoJCTBa: JAOKYMEHTALIMOHHOE
obecney. yrnpani.: Yue0. noc. / M.B.Kupcanosa, F0.M.AkcenoB — 6 uza., ucnp. u
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non. — M.: HUIl UH®PA-M, 2014. — 256¢. + ( Jom. Mar. znanium.com). —
(BO: bakanaBpuar). [ DeKTPOHHBIM pecypc]. URL.:
http://znanium.com/bookread2.php?book=460967.

17. Pazmopoxubii A. A. JIOKyMEHTUpPOBAHME  YIPaBJICHYECKOM
JeaTeNIbHOCTH: YueOHoe nocooue/Pazmopoxkubiii A. A. — M.: HULl UHOPA-M,
2016. — 304 c. — (Bwicmiee oOpazoBanue: bakanaBpuar). [DIEeKTpOHHBIN
pecypc]. URL: http://znanium.com/bookread2.php?book=542806.

18. Coxomnosa O.H., Akumoukuna T.A. JlokyMeHTaIlMOHHOE 0OECTICUCHIE
yIOpaBieHUs B OpraHu3anuu: ydeOHoe mocobue nansi OakamaBpoB — M.:
M3natensctBo  KuoPyc, 2016. — 156c. [Onexkrponssiii pecypc]. URL:
https://www.book.ru/book/918509.

19. UYepnoBa C.I. JlokyMeHTalMOHHOE oOOecleueHne YIpaBICHUS
[DnmexTponHBI pecypce] : yued. mocodbue / HoBocub. roc. arpap. yH-T, JKOH. ¢ak.
— HoBocubupck: 3omnoroit kosoc, 2014 - 106 c. [OnextpoHHsiii pecypce]. URL:
http://znanium.com/catalog.php?bookinfo=516760.

9. Ilepeyenb pecypcoB HHPOPMAIUOHHO-TEJIEKOMMYHHUKAIIMOHHOM CeTH
«HTEepHeT», HEOOXOAMMBbIX 1JISI OCBOCHMS JUCHUILINHBI (MOAYJIs1)

dnexmporHbvle npoduivbible OA3bl OAHHBIX/ CAUMbL!

1. Bcepoccuiickuii HAy9HO-UCCIENOBATEILCKU HHCTUTYT JOKYMEHTOBEICHHMSI
u apxuBHoro gena (BHUMIAH). [Onexrtponssii  pecypc]. URL:
http://www.vniidad.ru

2. I'mapaus ynpaBisiomUX AOKyMeHTauuen. [DnekTtpoHHbid pecypc]. URL:
http://www.gdm.ru.

3. XKypHan nenonpou3BOACTBO U JOKYMEHTOOOOPOT Ha MPEINpUSTUH.
[DnexTponnsIit pecypc]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

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

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

6. UndopmannoHHbIN nopTall. [ DJIEKTPOHHBII pecypc]. URL:
http://www.document.ru.

10. MeToguveckue ykazanus JJs1 00y4alOIHUXCH M0 0CBOEHUIO 1M CIUNJINHBI
(MoxyJist)

CaMocTosTenbHAas MOATOTOBKA O0YYaIOLUXCs IPOBOANUTCS s yTIyOneHus
U 3aKpeIUIeHMs] 3HAHUM, MOJYYEHHBIX Ha JIGKUMSIX U IPYIMX BHJAX 3aHATUH, IS
BbIPA0OTKH HaBBIKOB CaMOCTOSITEJIBHOTO IMPUMEHEHHS HOBBIX, JTOMOJHUTEIbHBIX
3HaHUW U TOJATOTOBKHU K MPEICTOSIINUM yUYEOHBIM 3aHATUSAM, 3a4ETY.

BaxXHbIM  yCIIOBHEM  YCHEIIHOIO HW3Y4YEHUs JUCUUIUIMHBI  SIBIIAETCS
nocemenue aekiuid. [lox mocemenuem nojapasymeBaercs He (popma MacCUBHOIO
IPUCYTCTBHS, @ aKTUBHAs paboTa Mo u3y4yeHUIo HoBoro marepuana. [loaroroska k
JICKIIMOHHBIM 3aHSATUSM BKIIIOYAeT B ceOs aHalIM3 MpeiaracMbIX Al U3y4eHUs
BOMNPOCOB, M3yYE€HHWE HOPMATUBHBIX MCTOYHHKOB M Yy4YeOHOW U HAay4dHOH
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JUTEPATYphl IO PacCMAaTPUBAEMBbIM BOIIpocaM JIeKNuH. B mporecce nexnuu
oOydJarouuiicss MOXEeT 3aJaBaTh  YTOUHSIIOLUIME  BOIPOCHL,  OCYIIECTBUTh
B3aMMOCBSI3b HOBOTO Marepuaja C YX€ H3YyYEHHbIM, MOATOTOBUTH 0azy s
3G (HEKTUBHOTO HMCIOJIL30BaHUSI MOJYUYECHHBIX 3HAHWM, 00JIETYUTH MOATOTOBKY K
MPaKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CrOCOOOM (UKCAMKU JEKIUOHHOTO
MaTepuana SBJISETCS KOHCIEKTUPOBAHME, MpPEACTaBisiolee cCOO0M HE TOJIBKO
buKcalio BaXKHEMIIMX MOMEHTOB JIEKIIMM, HO M YyKa3aHWe MPUMEpPOB JUIs
MOHUMAaHUS TOTO WJIM MHOTO TEOPETUYECKOr0 MaTepuaa.

[Ipu moAroTOBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOIMMO HCTOIH30BaTh
KOHCIIGKTUPOBAHHBIE MAaTepHUajbl JIKIMH, y4eOHYI0 W HAy4HYIO JIHTEpPaTypy.
[ToaroToBKa OTBETOB MO BBIHOCHMBIM Ha OOCYKICHHE BOMPOCAM MPAKTUIECKOTO
3aHITHS BKJIIOYAET B ceOs HE TOJIBKO MPOYTEHUE MaTepuaia, HO M €ro aHalin3 U
KPUTUYECKYIO OIleHKy. OOydaromeMycs CIeIyeT BBISBUTh MaJOW3yUYCHHbIE
aCIEKThl PACCMATPUBAEMBIX BOMPOCOB, MPOSABUTH MHUIIMATUBY MPU MOATOTOBKE K
MPAKTUYECKOMY 3aHATHUIO.

[Ipy moAroTOoBKE K MPAKTUYECKUM 3aHATUSIMHU U 3a4€Ty PEKOMEHIYETCS
CHUCTEMAaTU3UPOBATh 3HAHMS, M300paxkass MX B TaOJIMYHOM, TpaduueckoM HIU
CXeMaTUYHOM BHJI€. ITO TO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b U3yUaeMbIX SIBICHUM,
YOPOCTUT 3aJady 3allOMMHAHHUS MaTepuaia, OOJErdyuT MpOLEecC MPaKTUYECKOTO
MPUMEHEHUS MOJTYYEHHBIX 3HAHUM.

3amadeld  MPaKTUYECKWX  3aHATHUH  SBISETCS  BbIpabOTKAa  YMEHHUS
WCIIOJIP30BaTh TCOPETUYECKUE 3HAHWS, TMPOSBUTH HAIMYME MPAKTUYECKUX
HaBBIKOB. [lpym  TOATOTOBKE K  MPAKTHUYECKOMY  3aHATHIO  CIEAYeT
3a0J1arTOBPEMEHHOTO 00€CTIeUnTh HAJMYhe HEOOXOAMMO ISl TaHHOTO 3aHITHS
MaTepuaia, CaMOCTOSITEIbHO TTIOBTOPUTH PaHEe N3YICHHBIC TEMBI.

JIIsi  yCHenrHoro OCBOEHWS JUCIUIUIMHBI BaXKHBIM  SIBJISIETCST YMCHHE
paboTath ¢ TepMMHAMHM U UX omnpeneneHusMu. [y pabOThl ¢ TEPMHHOJOTHEN
3G ()EKTUBHBIM SBIISETCS UCIOJIb30BAaHUE KaK Y4eOHOW M HAy4YHOU JMTEpaTyphl,
TaK U CJIOBAPEMN.

PaboTta ¢ TepMHHAMH MOKET OCYIIECTBIATHCS Kak B (OpME COCTaBIICHUS
COOCTBEHHBIX TEMAaTHYECKUX CJIOBAPUKOB ISl yIOOCTBA M CKOPOCTH TIOMCKA
HeoOxoaumoro TepmuHa. C  3TOM 1ENbl0 HEOOXOJUMO KaXIbId HOBBIN
BCTPEYAIOIINIICS TEPMUH 3alUChIBATh U BO BPEMsI MOJTOTOBKH K CEMHHAPCKUM U
MPAKTUYECKUM 3aHSATUSM YKa3bIBaTh COOTBETCTBYIOIEE ompenencHue. B ciaydae
BO3HMKHOBEHHUS CJIOKHOCTH BBIOOpA OIpPEACIICHUS W3 WMEIOIIETocss o0bhema B
paMKax HAy4YHOTO 3HaHHMS HEOOXOIUMO 3a7aBaTh BOIPOCH TPEMOAABATEIIO B
paMKax JEKIIMOHHBIX U IPAKTUICCKUX 3aHATHH.

NuTtepaktuBHbie (HOPMBI TIPOBEACHHS 3aHATUNA MO IUCHUTLIHHE «OCHOBbI
0e1onpou3800Ccmaay BKIIOYAIOT B ce0s CIEAYIOMNE BUIBI 3aHITHIA:

- 2pynnosvie OUCKyccuu, TPUMEHSIOTCS JUIsi 00ecleueHuss HaBbIKOB
KOMaHJIHOW pabOThl U MEXJIMYHOCTHOM KOMMYHHMKAIMU W MPEACTABISIIOT cOOOM
OLICHOYHOE CPEJCTBO, TMO3BOJIAIONIEE BKIIOYUTh OOYYAIOIIMXCS B MPOLECC
00CYyX/IeHUsI TMPENCTAaBICHHON TeMbl, MPOOJIEMbl M OLEHUTh HUX YMEHUE
apryMeHTUpOBAaTh COOCTBEHHYIO TOUKYy 3peHus. Kpome Toro, B Xoie 3aHSITHI
MPOBOJISATCSA KPYTJIbIE CTOJIBI MO 33/JAHHBIM TEMaTHKaM.
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- aHanu3 cumyayui (Keuc-memood) — TeXHUKa OOyuUeHUs, MCTOJIb3YIOIIast
OMHCaHUE peaJbHbIX curyanuil. OOyuarouecss OJKHBI IPOAaHAIM3UPOBATH
CUTYallMIO, pa3o0paTbcs B CyTH MPOOJEM, MPENTIOKUTh BO3MOKHBIE PEIICHUS U
BbIOpaTh Jydlllee W3 HUX. B OCHOBE MeTOJa KOHKPETHBIX CHUTYalUH JIEKUT
OMHCAaHNE KOHKPETHON MpPO(ecCHOHATBHON NeATEIbHOCTH WJIH SMOLMOHAIBHO-
IIOBEJICHYECKUX AaCIEeKTOB B3aUMOJAECHCTBUsA Jrojaeu. [Ipu m3ydyeHun KOHKpPETHOU
CUTyallUM, W AaHAJIN3€ KOHKPETHOIO IPUMEpPa CTYIEHT JOJDKEH BXKUTHCA B
KOHKPETHbIE  OOCTOATENbCTBA, IMOHATh CHUTYalMIO, OLEHUTh OOCTaHOBKY,
OTIpeeNnTh, €CTh JIM B Hel mpobiiema U B 4eM ee cyTb. OnpeaenuTs CBOIO poJib B
peleHny IpooOIeMbl U BbIpabOTaTh 11€1€CO00Pa3HYI0 TUHHUIO TTOBEICHUS.

[Ipy 1OArOTOBKE K NPOMEKYTOUYHOMY WJIM HMTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO H3YyUUTh TEOPETUYECKUN W TMPAKTUYECKUN Marepuaa. TecToBbIe
3a/laHud (C IEpPEeYHEM BO3MOXKHBIX BAPUAHTOB OTBETOB, CPEIU KOTOPBIX XOTs ObI
OJIMH OTBET SIBJISIETCS HEBEPHBIM) OOECIEUMBAIOT CTPYKTYPHOCTb MBILUICHUS,
BBIHY/ICHHOTO BbIOpaTh U3 MPEIJIOKEHHBIX BAPUAHTOB OTBET BCE INPABUIIbHbBIE
BapHaHThl. DPPEKTUBHBIM CIIOCOOOM JJIsl MOATOTOBKU K TECTUPOBAHUIO SIBIISECTCS
paboTta 00ydarolmerocst MO0 PElIEHUI0 TECTOBBIX 3aJaHUN, MPEAOCTaBICHHBIX AJIs
CaMOCTOSITENIbHON paboThl. Takke HpHU MOATOTOBKE K TakoW (popme KOHTPOJs
3HAHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSATENBHO IOIBITATHCS
npopaboTaTh paccMaTpuBaeMble B JUCLUILUIMHE BOMNPOCH! B (POpPME COCTABIICHUS
TECTOBBIX 3aIAHUM.

[Ipy moAroToBke K 3adeTy clIeAyeT HMMETh B BHUIY, YTO OH SIBIIECTCS
UTOTOBOW (POPMOI KOHTPOJISI MO M3YUCHHIO JAaHHOW y4yeOHON NUCHUIUIMHBI. 3a4eT
MOJAPA3yMEBAET  MAKCHUMAJbHYIO)  KOHILIEHTPAUMIO  3HAHMM U YMEHU,
IPEANOJAraoInX MOJIHOE U3YUEHUE MaTepHalIa JUCUIUIHHBI.

3aduer mpoBoAuTCS B (OpME YCTHOTO COOECEMOBAHWS ¥ BBITIOJHCHHUS
NUCbMEHHOTO 3a/1aHus, MO0 TeCTa.

Pemenne mnpenonaBarenss 00 UWTOrOBOW OLEHKE MNPUHUMAETCA 10
pe3ysibTaTaM YCTHOTO OTBETa M  BBIIOJHEHHOIO IHCBMEHHOTO (TECTOBOTO)
3a/1aHMs, B 3aBUCUMOCTH OT IIKAJIBI OLICHKHU.

Pabota ¢ nmeyaTHbIMU U3IAHUAMHU AJI OOYUAIOLIETOCs MOXKET OBITh CBSI3aHA
C TPYOHOCTAMH B OOJACTH JOCTya K COBPEMEHHOM Hay4yHOM I€YaTHOMN
auTeparype. B CBSA3M C pa3BUTHEM HAy4HO-TEXHHYECKOIO INporpecca B TaKOU
CUTYAIIMH HAJIEKUT BOCIOJI30BATHCS MaTEPUATIAMH, HAXOISIIUMHUCS B OTKPHITOM
noctyne cetu Internet. Takke HEOOXOAUMO YUYUTHIBATH, YTO MO COCTOSHUIO Ha
CEroJHAIIHUI J€Hb MHOTME CIIPABOYHBIE IPABOBBIE CUCTEMBI COAEPKAT HE TOIBKO
TEKCT HOPMATHBHBIX aKTOB, HO W HAay4YHbIE CTaThbU IO Pa3IU4YHBIM BOIPOCAM
(manpumep, CIIC «Koncynpranat [Lmrocy). OqHOBpEMEHHO ClieyeT OOpaTUTh CBOE
BHUMaHUE Ha MyOanuHble OMOIMOTEKH, MPEIOCTABISIONINE BO3MOKHOCTD IOCTYIIA
K 3JICKTPOHHBIM BEPCHUSAM II€YAaTHBIX NCTOYHHUKOB.

B cuny KpaTKOBpEMEHHOCTH M3YYEHHs U 3HAUUTENBHOIO oObeMa JaHHOU
y4eOHOW AMCUMILIMHBI Kadeapa HACTOATEIbHO PEKOMEHIYET CUCTEMAaTUYECKH, a
HE 3MU30JUYECKHU padoTaTh HAJl U3yYEHHUEM Kypca.
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11. Ilepeyens nHGOPMAIMOHHBIX TEXHOJIOT Ui, HCIIOJIb3yeMbIX IIPH
OCYIIECTBJIEHMH 00PAa30BaTeJIbHOI0 MPOLECcca M0 TUCHHUIINHE (MOTYJII0),
BKJIIOYasi lepeYyeHb MPOrpaMMHOIo odecrnedyeHuss 1 HHPOPMANMOHHBIX
CIIPABOYHBIX CHCTEM

[TporpaMMHOE ObeCIIEUEHHE:

Onepamuonnas cucrema (MicrosoftWindows Ilponpuemapnas);,

[Taket odpucusix nporpamm (Microsoft Office ITponpuemapnas);

[IporpammHuoe obecriedyeHre sk IPOCMOTPa 3JIEKTPOHHBIX JTOKYMEHTOB B
crannapte PDF (Foxit Reader GNU Lesser General Public License);

[IporpaMMHBIE CpEICTBA, OOECIICUMBAIONIME MPOCMOTP BHICO(ANIOB B
dopmarax AVI, MPEG -4, DivX, RMVB, WMV (K-Lite Codec Pack GNU Lesser
General Public License);

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

Antuupyc (Kacnepckuii Open Space Security lIponpuemapnas).

HNHupopManinoHHbIE CIIPABOYHBIE CHCTEMBI:
1) ABTomatuzupoBanHas uHbopmalmonHas oubnuoreynas cucrema Marc21SQL;
2) CnpaBouHo-npaBoBas cucrema «Koncymnbrantl[rocy

12. MaTepuanbHo-TeXHHYecKasi 0a3a, He00OXoAMMAas JIS OCYIIeCTBJIEHUS
00pa30BaTEIBLHOI0 MPOLECCA MO AUCIHUIINHE (MOIYJIIO)

Ne
n/n
1. | Coenpanu3upoBaHHbBIC Ay TUTOPUH:

MexxkadenpanbHas 1ad0paTopusi COLUATBHO-IKOHOMHUYECKHUX
uccienoBaHuii /YdyeOHas ayTuTOpHs JUJIsl IPOBEACHUS 3aHATUI
JIEKIIMOHHOTO THIA, 3aHATUNA CEMUHAPCKOro THUMA, KYpCOBOTO
IPOEKTUPOBAHUA (BBIIOJHEHUSI KYPCOBBIX padoT), IPYIIOBBIX 1
U UHAMBUAYAJIbHBIX KOHCYJIbTAlMM, TEKYIIEro KOHTPOJS U
IPOMEXYTOUYHOM aTTecTalud / KOMIIBIOTEPHBIA Kiace /
MOMEIEHHUE JIJIsl CAMOCTOSITENIbHOM paboThl

HaumenoBanue KonuyecTBO

2. | Texuuyeckue cpeicTBa 0OyUeHHS:

KOMITIBIOTEP C MPOTrPaMMHBIM 00eCreYeHUEM | 31
3. | CnenmanusupoBaHHBIE ayAUTOPUN:

VYuebHble aymUTOPHUH ISl POBEIACHUS 3aHATUN JIEKIIMOHHOTO

TUMA, 3aHATAA  CEMHUHAPCKOTO  THUMA, TPYNNOBBIX U ’

WHJUBUAYAJIbHBIX KOHCYJIbTAlMWA, TEKYIIETO0 KOHTPOJIA U
MIPOMEKYTOUYHOU aTTECTAMU

4. | Texnumueckue cpecTBa 00yUeHHS:

DKpaH HACTEHHBIN 1
MYJIbTUMEIUNHBIA IPOEKTOP 1
KOMITBIOTEP C MPOTrPaMMHBIM 00eCIeYEeHUEM 1
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