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1. llosicHUTEJIBLHAA 3aIMUCKA

Kypc «/[okymenmayuonnoe obecneuenue ynpagnenus» 3aHUMAET BaXKHOE
MECTO IMPHU MOJArOTOBKE MarucTpoB 1o HamnpasieHuto 38.04.04 — ["'ocygapcTBEHHOE
Y MYHUIIUTIATBHOE YIIPaBJICHHE.

AKTYaJbHOCTh M3YYEHHS JUCIHUIUIUHBI «/[oKyMeHmayuonHoe obecnedenue
ynpasieHus» ONpeAeNseTcsl 3HAYUMOCTBIO pPOJIM  JIOKYMEHTOB B MHPOBOM
WH()OPMAITMOHHOM TMPOCTPAHCTBE. B COBPEMEHHBIX YCIOBHUSX IS TTOBBITIICHUS
3G (HEKTUBHOCTH yHOpABICHUS HEOOXOAMMO YACISITh JOCTaTOYHOC BHUMAHUE
COBEPIIICHCTBOBAHUIO PabOTHI C JOKYMEHTAMH, TaK KaK BCSIKOE YIPaBICHYCCKOE
pemieHre Bcerga OasmpyeTcss Ha WHGOpMAIMK, Ha CIIY’)KEOHOM JTOKYMEHTE.
Opranmzarusi paboThl C JOKYMEHTaMH BIHUSET Ha Ka4eCTBO pabOTHI armapara
YIPABJICHHS, OPTaHU3AINIO U KYJIbTYPY TPyAa yMPaBICHYECKUX paOOTHUKOB. OT
TOTO, HACKOJBKO MPO(PECCHOHANBHO BEAETCA JTOKYMEHTAIUsl, 3aBUCUT YCIEeX
YIPABJICHUECKOU JIEATEILHOCTH B IIEJIOM.

lenmsMu  OCBOCHMS JIUCHUIUIMHBI  «/JoKyMenmayuonnoe obecneveHue
ynpaeieHusy SBIAECTCS H3y4YCHHE HEOOXOJUMOTO U JOCTaTOYHOTO YPOBHS
TEOPETUYECKUX 3HAHUM IO JEJONPOM3BOJCTBY U HABBHIKOB WX IMPUMEHEHHUS B
poecCUOHANbHOMN JeATEeIbHOCTH; PA3BUTHE YMEHUM COCTABJICHUS JOKYMEHTOB B
KOHKPETHBIX YIPABICHUYECKUX CHUTyallMsX B 3aBUCUMOCTH OT Ha3HA4YCHUS,
coJlep KaHus M BUA TOKYMEHTA.

3amaun JUCIIUIUINHEL:

1. W3yuuts menu, 3agaun, GyHKIIAN JSTONPOU3BOICTBA B COBPEMEHHBIX
OpraHU3aNNSX, YIPSKICHHSIX.

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

3. O3HAaKOMHUTBCS C OCOOCHHOCTSIMH COCTaBJIICHHS H  O(OPMIICHHS
pPa3IUYHBIX BUJIOB JIOKYMEHTOB, IPUMEHSEMbBIX B OPTaHU3aLUAX PA3IMYHBIX (GOopM
COOCTBEHHOCTH.

4, M3yuuTh oOpraHuzamuio JOKyMEHTOOOOpOTa Ha COBPEMEHHBIX
MPEANPUATHSX.
S. N3yunthb HOPMAaTHUBHO-TIPABOBYIO 0azy OpraHu3aluu

JEJIONPONU3BOJACTBA,  3aKOHOJATEIbHBIE W JApPyrHu€  HOPMATHUBHBIE  AKThI
(denepaibHOTO U PETMOHATBHOTO YPOBHEH.

6. CdopmupoBaTh 3HaHHS O COBPEMEHHBIX HAIPaBICHUSX PA3BUTUS U
MyTSIX COBEPIICHCTBOBAHUS JOKYMEHTAITMOHHOTO 00ECIICYEHMS! YIIPABICHUSI.

2. IlepeyeHb IVIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUs 0 JUCHMILINHE,
COOTHECEHHBIX C IJIAHMPYEMbIMHU pe3y/IbTaTAMH 0CBOEHHS 00pa3oBaTeIbHOM
NMPOrpaMMmsbl

Hucrunna «/[okymenmayuornoe obecnevenue ynpasieHusy yIacTBYeT B
dbopMHUpPOBaHUU CIAEAYIONICH KOMIIETCHITNH (CIEAYIOIMMX KOMITETSHIIUN):



Komnerenuuun Nuaukaropsbl Jeckpunropsbl
3HaHUSA: HOPMATHUBHO-TIPABOBOM 0a3bl
JIOKYMEHTAIMOHHOTO obecrnieueHus
ynpaBieHuss B cdepe  MyOIHMYIHOTO
[1K-3 - Bnaneer yOpaBICHMs;  IIPaBUI  COCTaBJICHUSA,
TEXHOJIOTHSIMU TEXHOJIOTU 00paboTkHw, MpaBUI
KaJIpOBOTO JBIDKEHUS, XpPaHEHUS U HUCIOJIb30BaHUS
IJIAHUPOBAHUS U [1K-3.1-1. [IpuMensieT | ynpaBiIeHUYECKUX JIOKYMEHTOB;
KaJIpOBOTO ayJIUTa, OCHOBHBIC TEXHOJIOTHUH | TEXHOJIOTHI JIOKYMEHTAI[MOHHOTO
YMEHUSMHU U KaJIpOBOTO oOecrnieyeHus KaJpoOBOrO IUIAHUPOBAHUS
TOTOBHOCTBIO [JIAaHUPOBAHUS U U KagpoBOrO ayauTa B  YCIOBHSX
dbopMupOBaTH KOMaH/bI, [KaAPOBOTO ayAuTa B U (GpPOBOI CpeIBbI.
MOTHUBUPOBATH U YCIIOBUSX MU(PPOBOIA YMeHusi: pa3pabaTbiBaTh JIOKAJbHBIC
pa3BUBaTh KaJphl 15 Ccpenbl HOPMAaTHBHbIE JIOKYMEHTHI,
penieHus 3a1a4 B cpepe pEerIaMEeHTUPYIOIIUE  YIIPaBIEHYECKYIO
npodeccuoHanbHOM JeSATEIbHOCTD.
JIESITEIBHOCTH HaBbIKH: NOpPUMEHEHHS TEXHOJOTU
JOKYMEHTAllMOHHOTO obecrnieueHus

KaJIpOBOTO TIJIAHUPOBAHUSI U KaJIpPOBOTO
ayJuTa B YCIOBUAX IIM(POBOI Cpebl.

[1K-4 - cnocoben
IUIAHUPOBATh U
OpPraHu30BBIBAaTh PabOTY
oprasa myOJIu4HoON
BJIACTH, pa3pabaThIBaTh
aJMUHHUCTPATUBHBIE
pETIaMEHTHI,
OpraHU30BbIBATH
B3aMMOJECHCTBHE C
JPYTUMH
roCyIapCTBEHHBIMU U
MYHUIUTTATBHBIMH
OpraHamu,
OpraHHu3alUsIMH,
rpaxJlaHaMH, B TOM
YHclie ¢
MCII0JIb30BaHUEM

U (POBBIX TEXHOJIOTUI

[1K-4.11-2.
PazpabaTbiBaeT
QIMUHUCTPaTUBHbIE
[pErTIaMEHTHI U
OpraHNU30BBIBACT
B3aUMOJICHCTBUE BO
BHYTPEHHEH U C
BHEILHEU CPELOH, B TOM
UUCIIEe IOCPEACTBOM
PUMEHEHUS IUPPOBBIX
TEXHOJIOTHI1

3HaHuA: OCOOECHHOCTEH COCTaBJICHUS U

othopmneHus CIIPaBOYHO-
UH(POPMALIMOHHBIX U CIPaBOYHO-
AQHAJIUTUYECKUX JIOKYMEHTOB Ha OCHOBE
UH(POPMALIMOHHOM u

Ooubnuorpaduueckoil KynbTypbl, BUIOB
oOpamieHud TpaxaaH U TEXHOJOTUM
paboTl € HHMH, B TOM YHCIE
MOCPEJICTBOM TIPUMEHEHUS IH(PPOBBIX
TEXHOJIOTHUM.

Ymenus: pa3pabaThIBaTh
a/IMUHUCTpaTUBHbIE periaMeHThl
NeSITEIPHOCTH ~ OPTaHOB  ITYOJMYHOTO
yIIpaBJIEHUS;  OCYILECTBIISATh  JEJIOBOE
oOmieHnue; paspabaThiBaTh JIOKAJIbHBIC
HOpPMAaTUBHBIE JTIOKYMEHTBI,
pETIaMEeHTHPYIOIIUE  YIPABICHUECKYIO
NesITebHOCTD; BECTH JIETIOBYIO
MIEPEITUCKY, B TOM  YHCIE C
UCIOJIb30BAHUEM COBPEMEHHBIX
AJIEKTPOHHBIX (opM oOMeHa JerIoBOM
uHpopMaImen.

HaBbIku: BeJeHUsT TOKYMEHTO000pOTa U
JICIIOBOM TEPEeNuCKU C TpaxaaHaMd U
BHCIIHUMHM OpPraHusalusaMu,; IMOAACPIKKHU
JNEKTPOHHBIX KOMMYHHKAIMl B cdepe
JTOKYMEHTAI[HOHHOTO obecrnieueHUs
yIpaBIeHUSI.




3. MecTo AucUMILVIMHBI B CTPYKTYpe 00pa30BaTe/IbHON NPOrpaMMbI

«/lokymenmayuonHoe obecneuenue ynpasienusy SBISIETCS 00s3amenbHOU

OUCYUNTUHOL  Yacmu,

dopmupyemoii
omHoOwleHutl I8 TIOATOTOBKH

FOCYI[apCTBCHHOC N MYHUIIUIIAJIBHOC YIIPABJICHUC.

YUacmHuKamu
cTyneHToB 1o HampasieHuto 38.04.04 —

O6pa306am€ﬂbelx

Hpenmecrpyomme | JAucuuminHbl (MoayJn),
AUCHUTLTUHBI NMPAKTHKHU Y4eOHOT0 S —
(Moay/in), NPAKTUKHA IJIaHA, B KOTOPBIX
HIndgp (Moay/u), NPAKTUKH
KOMIIETeHIIUH yueGHoro n1ana, B KOMITETCHTIHA Y4e0HOro IJIaHA, B KOTOPBIX
KOTOPBIX ochaupacres O0CBAHUBAETCSl KOMIETEHIHSA
0CBaUBaeTCsl napajijiejibHo ¢
KOMIIeTeHI U U3y4yaeMo 11 CIUILINHON
Kanposas monurtuka u
JuctunnuHa sBisiercs KaJIpOBLII ay uT B Chepe
. nyOJHYHOTO yrpasieHus (2
TIepPBOY B
IK-3 hopmMupoBaHUHN ) KypC)
KOMITCTCHIIIH [Ipou3BoacTBEHHAS TPAKTHKA
(ITpenmumnaomMHas IPaKTHUKA)
(3 kypc)
[{udpoBoe rocy1apcTBEHHOE H
MYHHIIMIIAILHOE YIIPaBICHUE
JucnuniuHza sBisiercs Hudposoe (2 xype)
TK-4 MepBoOi B roCy/1IapCTBEHHOE U TeppuTOpHalIbHBIN MAPKETUHT
(dbopmMupoBaHUU MYHUITUTIATEHOE (2 kypc)
KOMIIETCHIINU ynpasnenue (1 kypc) [IpousBoicTBEHHAs IPAKTHUKA
(ITpegnunnomHas mpakTHKA)
(3 1ypo)

4. O0beM TUCHUILTHHBI (MOIYJIS1) B 32a4€THBHIX €IUHUIIAX C YKA3aHUEM
KOJIMYECTBA aKaJeMUYeCKHUX HJIH ACTPOHOMHMYECKHUX YACOB, BbI/IEJICHHbIX HA
KOHTAKTHYI0 pa0doTy 00y4ar0LIUXCH ¢ npenojaasareseM (1Mo BUAaAM Y4eOHbIX

3aHATHI) H HA CAMOCTOATEJIBHYIO pad0oTy 00y4YarOIMXCs

OoOmasn

TPYIOEMKOCTb

OCBOCHMU

yueOHOMI

JTUCITATUINHBI

«/loxymenmayuornnoe obecneuenue ynpaesienussy> COCTABIACT 3 3aUCTHBIX CIMHMUII
ninu 108 akameMudeckux yaca.

Cemect 1 kypc Beero,
P P aK.4yacoB

OO61mast TpyA0eMKOCTh (BCETO aK. 4acoB / 3.€11) 108/3 108
KonTakTHas pabora Jlox 1 4 4
© pabo [TpakTHyeckne 3aHsATHS 8 8
CamocrosTenbHas pabora 87 87

Bun npomexyroynon
ATTECTATIHH DK3aMeH 0,5/8,5 9
(kOHT.pab./ camMoOcCT.
pab.)




5. Coaep:xkanue TUCHUILINHBI (MOYJIs1), CTPYKTYPHPOBaHHOE 110 TeMaM
(pa3nesaM) ¢ yka3aHueM OTBEJEHHOI0 HA HUX KOJINYeCTBAa aKaJleMHUYeCKUX
WM ACTPOHOMHUYECKHX YaCOB M BH/AOB YUeOHBIX 3aHATHH

HanmenoBanmne
pasnena
JHCIHATIINHBI
(Tema)

TpynoemMKocTb

BCETO

KonTakTHas

pabora

JICKIIUH

IIpaKTU4. 3aHATUA

nabop.3aHATHS

caMmocT. pabora

Conepxxanue

-
=

JloxyMeHT B
CUCTEME
YIpaBJICHUS.

18

16

IIpenmer, 3aja4y, CTPYKTypa
JOUCUMIIIINHBI. J0Y KakK
NeSITeTTbHOCTD, OXBaTHIBAIOIIAS
JIOKYMEHTHPOBAaHUE U OPIaHU3ALUIO
paboThI C TOKYMEHTAMHU.
OmnpeneneHrue NOHATUN «IOKYMEHT»,
«IOKYMEHTHPOBaHHAasI WH(POPMAIIH»,
«QJIEKTPOHHBIN JOKYMEHT» B
roCyJIapCTBEHHBIX CTaHIapTax,
3aKOHOJAaTeIbCTBE u
JOKYMEHTOBE/ICHUH.  B3anmMocCBsI3b
MOHATUI «IOKYMEHT» U
«uHpopManms». Mecto U poib
JOKYMEHTOB B  YINpaBJICHUU Ha
COBPEMEHHOM JTare.

@OyHKIUN TOKYMEHTA.

OcobenHoctu COCTaBJICHUS U
odopmieHus CIPaBOYHO-
WHPOPMAIIMOHHBIX W CIPaBOYHO-
aHAJMTUYECKUX  JIOKYMEHTOB  Ha
OCHOBE MH(POPMAITUOHHOMN "
oubnuorpaduyeckoit KyabTyphbl.
Pa3pabotka a/IMMHHCTPATUBHBIX
pErIaMeHTOB JIeATeIbHOCTH OpPTaHOB
yOJIMYHOTO YIPaBJICHUSI.

OCHOBHBIE
npaBuia
COCTAaBJICHUS U
odopMITeHHS
yIpaBIeHIECKHX
JIOKYMEHTOB

20

18

Oprann3anmoOHHO-PACTIOPSIUTEITbHAS
JIOKYMEHTAITHSI. HopmatusHo-
mpaBoBass 0asza JTOKYMEHTaIlMOHHOTO
obOecrieueHus ympaBlieHuss B cdepe
npodeccuoHanbHON  1EATEIbHOCTH.
TpeboBanus K 0(OpMIICHUIO
JIOKYMEHTOB" C JaToil BBEICHUS B
nevictrBue 1 wurons 2018 roga.
IlpaBuna pa3pabOTKM  JTOKaJIBHBIX

7




HOPMAaTUBHBIX
periaMeHTUPYIOLINX
YIPaBIECHYECKYIO JEATEIBHOCTD.

[TonsATHe «OOs3aTENBHBI PEKBU3UT

JIOKYMEHTOB,

JIOKyMEHTa».  bllaHK  JOKyMeHTa.
biankn obue, TS ITHCEM,
repOoBbIE.

OpraHu3anuoHHbIe (OPMBI  CITY>KOBI
JIOKYMEHTALMOHHOTO  00ecIie4yeHusl.
®akTophbl, BAUSIONKE HA UX BHIOOD B
YUPEKACHUAX PaA3JIUYHBIX YpPOBHEH
yhnpaBieHusi. THUIOBBIE CTPYKTYpPBI
JIeJIONPOU3BOCTBEHHON CITYKOBI.
IlonsiTne  <«ONEKTPOHHBIM  CTHIIb
pabote» oduca. Buasl oOpameHuit

Opranuzanus .
rpaXJaH M TEXHOJIOTUH paboThl C
paboThI CITyKObI
HUMH, B TOM 4HCJE IOCPEICTBOM
JOKYMEHTamonHo | 21 2 18 .
IPUMEHEHUs HU(PPOBBIX TEXHOIOTUH.
ro obecrieueHus
[TpaBwmia JICIIOBOTO OOmICHMSI,
yIIpaBJICHUS
BEJCHUS  JOKYMEHTooOopoTa U
JIEJIOBOU MEPENUCKU C IPAKIAHAMU U
BHEIIHUMH OpraHu3alusIMu.
CoBpeMeHHbIE 3JEKTPOHHBIE (HOPMBI
obmena genoBoi  mH(MOpMaIUeEH.
DNEeKTpPOHHbIE  KOMMYHHUKAIlMH B
chepe JIOKYMEHTALMOHHOTO
o0ecreyeHysl ypaBjieHuUs
Opranuzanus JIOKyMEHTOOOOpOTa B
yupexaeHuu. TexHonorus oopaboTKu
BXOJISIINX HCXOISTIIAX U
Opraauzanus JUATIHX, MU
BHYTPEHHUX JOKyMeHTOB. [IpaBuina
JIOKyMEHTO000pOT
o JIBUOKCHUS, XpaHEeHHS u
i UCTIOJIb30BaHUS aBJIEHYECKUX
JIoKyMeHTaIMoHH 21 2 18 yrp
JIOKYMEHTOB. TexHonornu
oe o0ecrieyeHue
JIOKYMEHTAIlMOHHOTO  00ecreueHust
yIIpaBJICHUS
KaJpOBOTO TUTAHUPOBAHHSI "
HEPCOHAJIOM.
KaJpoOBOI0  ayquTa B  YCIOBHAX
u(ppoBoOl cpeabl U OCOOEHHOCTH HX
PUMEHEHHUS.
Perucrpanus n
[TonsiTne «perucrpanus
KOHTPOJIb
JIOKYMEHTOB. 3HayeHue
HCTIOJHEHIY eTUCTpAIlMK  JIOKYMEHTOB TSt
JTIOKYMEHTOB. P patt . M .
yIpaBJIeHYECKOH NeSITeTIbHOCTH.
[IpaBuna
19 2 17 | llpuHuunsl ¥ MpaBUiIa PETUCTpALUU
JIBYDKEHUS,
U HHACKCUPOBAHUS  JOKYMEHTOB.
XpaHeHHS U
Cocras PErUCTPUPYEMBIX u
UCIIOJIb30BaHUS
HEPErUCTPUPYEMBIX JTOKYMEHTOB.
YIIPaBICHYECKUX
Perucrparmmonnasie Gopmsl.
JJOKYMEHTOB
DK3aMeH 9 0,5 8,5
Htoro 108 8 87




6. [lepedyeHb y4eOHO-METOAUYECKOTO 00ecTiedeH s IJIsl CAMOCTOSITEILHOM
patdoThI 00yYaAKOIIMXCSH MO JUCHUIINHE (MOXYJIIO)

No Buapl camocTosTennbHON paboThI TpynoemMKkocTsb, dopma KOHTPOJIS
aK.4acsel
1. [IpopaboTka TEOpEeTUUYECKOTO
. Koncynpranus
MaTepuaia 1o KOHCIEKTaM JICKIIHA,
. IperoiaBaTers,
PEKOMEHIOBAaHHOM JIMTEpaType, 37 CTHOe
JIOTIOTHUTEITbHBIM UCTOYHUKAM y
cobecenoBaHue
nHpopmanuu
2. [TonroroBka K MpakTUYECKUM BricTynnenue ¢
3QHSITHSIM: TIOUCK HEOOXOIUMOI JOKJIaJIOM,
uHpopmanuu, oopadoTka 38 MpE3CHTAIINS,
uH(pOpMaIiH, HAMMCAHUE JTOKIIA/Ia, OTBETHI HA
MOJTOTOBKA K BBICTYIUICHHUIO JMCKYCCUOHHBIE
(IMCKyCCHM) BOIIPOCHI
3. [ToaroroBka K TeKyIieMy KOHTPOJIIO
o yHieMy p 12 Tectbl
(TecTupoBaHue)
4. IToaroToBka K MpOMEXyTOYHOMU YcerHoE
aTTeCcTalun 8,5 cobecenoBaHue,
(BOIIPOCHI K K3aMEHY) TECTUPOBAHUE

JInst caMoCTOSITENBbHOM PabOThl MO JUCHUIUIMHE (MOIYJII0) 00yYaroliuecs
UCITOJIB3YIOT CIIEIYIOLIEE Y4eOHO-METOUUECKOE 00eCTIEUEHHE:

1)  beikoBa T.A. JIOKyMEHTallMOHHOE OOCCIICYCHUE  YIPABICHUSA
(menompousBoacTBO): yueOnoe mocoome / T.A. breikoBa, T.B. Ky3Hemnosa,
JI.B. Cankwuna; mog o6m1. pea. T.B. Ky3nenoBoit. — 2-e uzj., nepepad. u a0m. —
M.:. HHO®OPA-M, 2020. — 304 «c. [DOnekrponnsii pecypc]. URL:
https://znanium.com/catalog/product/1078152

2) Kabamo C. . Opranm3zanus o00mEero W  CHCIHAIBLHOTO
JICIIONPOM3BOICTBA B OpraHaXx MECTHOTO caMOyIpaBieHus: ydeOHoe mocobue /
C.IO. Kabamos. — M.: UHOPA-M, 2019. — 421 c. [DnekTpoHHBII pecypc].
URL.: https://znanium.com/catalog/product/1008708

3) @®OHA OLEHOYHBIX W METOAUYCCKHMX MATCPHAJIOB IO JAWCIHUILINHE
«/lokymenmayuonnoe obecneyerue ynpasieHus.

7.q)OH}1 OIICHOYHBIX 1 METOAUYECCKUX MATEPHUAJIOB /IJIfl IPOBECACHUA
l'[pOMe)KyTO‘IHOﬁ arTrecranmuu oﬁyqamumxca Mo JUCIUIIINHE

IIpuMepHBbIe BONPOCHI JIS IPOBEIeHUS MPOMEKYTOYHOM aTTeCTAllUN

(3K3aMeHa)
1. [IpaBoBO#, ympaBiICHUYECKUN, HCTOPUYECKUNA W WHGHOPMAIIMOHHBIN
ACIIEKTHI B ONPEACICHNUN TIOKYMEHTA.
2. JIomKHOCTHAs MHCTPYKUHUSI KaK OCHOBHOM HOPMATUBHBIM JOKYMEHT,

OIPEISIISIONINI OpraHU3alMOHHO-TIPABOBOE MOJIOKEHUE PaOOTHHKA.


https://znanium.com/catalog/product/1078152
https://znanium.com/catalog/product/1008708

3. B3anMocCBsI3p  TOHATUH  «JOKyMEHT» H «uHbopManus». Bumel
nHpopMaruu.

4. NHcTpyKiusi MO0 JAOKYMEHTAIIMOHHOMY OOECIEUEHHUIO YIpaBJiIeHUs
(1emonpou3BOJICTBY) - OCHOBHOM HOPMATHUBHBIM aKT MO perjiaMeHTaIuu
opranuzainuu u texHosoruu JJOVY.

5. Ponb nHpopMalnK B COLMATBHBIX U SKOHOMHUYECKUX MPOIECCaXx.

HpI/IMepHLIe NMPAKTUHKO-OPUCHTHPOBAHHLIC 3a/1aHUA

1. OxapakTepu3yite 00IIHE OCHOBBI J€I0BOM KOPPECIOHIEHIIUH.
2. [IpuBenuTe MIIOCH U MUHYCHI 3JIEKTPOHHOTO JOKYMEHTO000pOTA.
3. KaxkoBa pons ciyx0b1 JIOY B nesTebHOCTH OpraHu3aluu.

[lonHbIA KOMIUIEKT 3aJaHUil M 3TanoB (QOPMUPOBAHUS KOMIIETEHIIMH
npezacrasiieH B @OoHIe OLICHOYHBIX U METOAUYECKUX MAaTEpUAIIOB I IIPOBEIACHUS
IPOMEXYTOUHOM arrecTauy OOy4yarolmuxcs M0 AUCHUILIMHE, O(OPMICHHBIN
OTJEJIbHBIM JIOKYMEHTOM, IPECTABJIEH B IpUIokeHuu 1.

8. IlepeyeHb OCHOBHOI1, TONMOJIHUTEIbHON Y4eOHOM JTUTEPATYPbI, pECYPCOB
HH(POPMAIIMOHHO-TEJIEKOMMYHUKAIMOHHOI ceTH « AHTepHET», HEOOXOAMMBbIX
JJISI OCBOEHMSI JUCUUILJIMHBI (MOXYJIs1)

a) HOpMATHBHbIE PABOBbIE AKTHI

1. «Koncturynust Poccuiickoit ®Denepanuu» (IpUHATa BCEHAPOIHBIM
ronocoBanuem 12.12.1993) // Poccuiickas rasera, N 144, 04.07.2020.

2. Tpynosoit konekc Poccuiickoit @eneparun ot 30.12.2001 N 197-D3
(B pen. ot 31.12.2017). /| «Cobpanue 3akoHoaarenscTBa POy, - 07.01.2002. - N 1
(uactp 1). - cT. 3.

3. «O0 wuHbopmany, WHOOPMAITMOHHBIX TEXHOJOTUSIX M O 3allHuTe
undopmaruny. Deaepanbubiii 3akoH ot 27.07.2006 N 149-®3 (pen. ot
25.11.2017) (¢ w3m. u pmom., Bctyn. B cuay c 01.01.2018)// "CobGpanue
3akoHoAaTenbcTBa PO", 31.07.2006, N 31 (1 4.), cT. 3448.

4, «O06 apxuBHOM pnene B Poccuiickoit ®Deneparun». DemepaabHbIi
3akoH ot 22.10.2004 N 125-®3 (pea. or 28.12.2017). /I «CobOpanwue
3akoHojarenscTBa POy, 25.10.2004. - N 43. - ct. 41609.

S. «O0 ytBepxkaenun llpaBun npemonpousBojcTBa B (heaepanbHBIX
opraHax HCHOJHUTENbHOU Biactw». llocranosnenue IlpaBurensctBa PO ot
15.06.2009 N 477 (pen. ot 26.04.2016). // «Cobpanue 3akoHomaTeabCcTBA PDy. -
22.06.2009. - N 25. - cr. 3060.

0) OCHOBHAasI JIUTEpaTypa:

6. beikoBa T.A. JlokymMeHTalMOHHOE OOECTICYCHHE  YIPABIICHHUS
(menmompou3BoicTBO): yueOHoe mocobme / T.A. breikoBa, T.B. Ky3Hemnoga,
JI.B. Cankuna; mox o6mi. pea. T.B. Ky3nemoBoit. — 2-e u3j., nepepad. u a0 —
M.: HUHO®PA-M, 2020. — 304 <c. [Onekrponnsii pecypc]. URL:
https://znanium.com/catalog/product/1078152

10


https://znanium.com/catalog/product/1078152

1. Kabamo C. . Opraamszamus oOmero W CHEUaIbHOTO
JIEJIONPOU3BOJICTBA B OpraHax MECTHOI'O CaMOYIMpaBlieHUs: ydeOHoe mocodue /
C.I0. KabamoB. — M.: UH®PA-M, 2019. — 421 c. [OnexTpoHHbI! pecypc].
URL: https://znanium.com/catalog/product/1008708

B) IONOJIHUTEJIbHAS JIUTEpPaTypa:

8. Abynanze J.I. JloxymeHTanmoHHOoe oOecliedyeHue YyIpaBiIeHUs
nepcoHajaoM: ydyeOHMK W TpakTukyM juisi ByzoB / JI. I'. Aoynamze, U. b.
Breimpsoxkuna, B. M. MacnoBa. — 2-e u3n., mepepad. u gom. — M.: U3parenscTBo

FOpaitr, 2021. — 370 C. [D7eKTpOHHBII pecypc]. URL:
https://www.urait.ru/bcode/477699
Q. AnnpeeBa B.U., Jlenonpou3BoacTBO: oOpraHu3anus W BEJICHUE:

yuebHo-mipakTHueckoe nocobue / B.M. AuapeeBa. — M.: KnoPyc, 2020. — 294 c.
[DnextponnsbIi pecypc]. URL:_https://book.ru/book/934225

10. bynmar P. E. JlokyMmMeHTallMOHHOE OO€CIeUeHUe YIpPaBICHUS
nepconanom: yaednoe nocodue / P. E. bynar. — M.: UHOPA-M, 2019. — 234 c.
[DnexTponnslit pecype]. URL: https://znanium.com/catalog/product/1007087

11. Beperexuna  C.B.,  JluCTaHIIMOHHBIK  TpYA. Opranuzanus
AIEKTPOHHOTO IOKYMEHTOO0OpOTa B KaIPOBOM JICJIONPOU3BOJICTBE: MOHOTpadus /
C.B. Beperexuna, A.B. Kupumios, E.A. Xuukos, E.I'. [lImakoBa. — M.: Pycalinc,
2020. — 209 c. [Dnexrponnbiit pecypc]. URL: https://book.ru/book/934882

12.  Joponmna JI.LA. OpraHm3aius W TEXHOJOTHS JTOKYMEHTAIIMOHHOTO
oOecrieueHUsl ynpaBieHUs: YYeOHUK W MpakTUKyMm 1 By3oB / JI.A. JlopoHuHa,
B.C. UputukoBa. — M.: UznatensctBo Opaiit, 2021. — 233 c. [DneKTpoHHBIN
pecypc]. URL: https://www.urait.ru/bcode/468850

13. Kysnenmos W.H. JlokymeHTanmoHHOE oOecrmieueHrne YIpaBlICHUS
nepcoHasioM: y4eOHUK U mpakTukyM anst By3oB / M. H. Kysnemnos. — 2-e u3g. —
M.: UzparenbctBo IOpaiit, 2021. — 393 c. [DOnexrponnsiii pecypc]. URL:
https://www.urait.ru/bcode/487704

14. TlanoB HM.A. JlokyMmMeHTallMOHHOE OOECIICYeHHE BHYTPHUBY30BCKOIO
MeHemkMenTa: MmoHorpadus / U.A. Tlanos, C. /1. Pesnuk. — M.: UTH®PA-M, 2019.
- 110 C. [ DIIeKTpOHHBI pecypc]. URL:
https://znanium.com/catalog/product/1003259

15. Pazpopoxubii  A. A. JloOKyMEHTHpOBaHHE  YIpaBICHYECKOU
nestenpHocTH: yueo. mocobue / A.A. Pazgopoxussiii. — M.: THOPA-M, 2018. —
304 c. [Dnekrponnslii pecypc]. URL: https://znanium.com/catalog/product/969585

r) pecypcsol cetu «AHTEepHET):

1)anexmponnvie npoghunbHsie HypHavl

1. KypHan nemonpou3BOJCTBO U JOKYMEHTOOOOPOT Ha MPEANPUSITHHU.
[DnexTponnsiit pecypc]. URL: http://www.delo-press.ru/dokuments-it/indexhtml.

2. Kypnan «JlenonpousBoactBo» [DnexktpoHHbll pecype]. URL:
https://www.top-personal.ru/officeworks.html

2) aniexkmponmvie npopuivhvie 6azvl OAHHbIX/ CAlimbl
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3. Bcepocceniicknii Hay4YHO-HMCCIJIEI0BATENbCKAN WHCTUTYT
JIoKyMeHTOBeaeHus u apxuBHoro gena (BHUMAI). [DaekTpoHHBI pecypc].
URL: http://www.vniidad.ru

4, [vnbaus ynopaBisllONUMX JTOKyMEHTaluen. [DJIeKTpOHHBIA pecypc].
URL: http://www.gdm.ru.

5.  Tapant. [Dnekrponnsiii pecypc]. URL: http://www.garant.ru/.

6. ®denepanbHas apxuBHas cinyxk6a Poccun (Pocapxus). [DneKTpOHHBIH
pecypc]. URL.: http://www.rusarchives.ru.
7. Nudopmanmonnsii  moprtan. [Onekrponssiii  pecypc]. URL:

http://www.document.ru.

9. MeToanyeckue yKa3aHus /51 00y4arOIMXCHA M0 OCBOCHHIO TUCIHIJIMHBI
(MoayJin)

CamocrosiTenbHasi MOArOTOBKA 00YYarONUXCsl MPOBOAUTCS ISl YTyOIeHus
U 3aKpEIUICHHs] 3HAHWM, MOJYYECHHBIX Ha JICKIUAX W JPYTUX BUIAX 3aHATHM, NI
BBIPAOOTKH HABBIKOB CAMOCTOSITEILHOTO MPUMEHEHHUS HOBBIX, JOMOJHUTEIHHBIX
3HAHWM U MOATOTOBKU K MPECTOSIINM YICOHBIM 3aHSATHSIM, DK3aMEHY.

BaxxHpIM  ycliOBHEM  YCHENIHOTO HW3YYEHUs JUCHUIUIMHBI  SIBIISAETCS
nocemienue jekiui. [loa mocemenueM mnoapaszymeBaerca He GopMa MacCHUBHOTO
MPUCYTCTBHSI, @ aKTUBHAs paboTa 1Mo M3y4YEHUI0 HOBOro MaTepuana. [loarortopka k
JICKIIMOHHBIM 3aHATHSIM BKIIIOYAaeT B ceOs aHAIM3 TpejiaraeMbplX IS W3yYeHUS
BOIIPOCOB, H3yYCHHE HOPMATHBHBIX WCTOYHUKOB MW YYCOHOW ¥ Hay4dHOU
JUTEPATyphl IO pacCMaTPUBAEMbIM BOIpocaM JieKNWHM. B mporecce nexmun
OOyJarOIMiiCs  MOXET 3aJaBaTh  YTOYHSIOIIME  BOIPOCH,  OCYIIECCTBHUTH
B3aMMOCBSI3b HOBOTO MaTepuaja ¢ YK€ H3yYCHHBIM, IOATOTOBUTH 0azy s
(G (HEKTUBHOTO HMCIOJIB30BAHUSI TIOJYUYCHHBIX 3HAHUM, OOJIETYUTH TMOITOTOBKY K
MPaKTUYECKOMY 3aHATHIO. D(OPEKTUBHBIM CHOCOOOM (DUKCAIIUU JIEKIIMOHHOTO
MaTepuaia SBISETCS KOHCIEKTUPOBAHME, TMPEJCTABISAIONIee COOOW HE TOJIBKO
dbuKcalioo BaAXKHEUIIMX MOMEHTOB JICKIIMM, HO W YyKa3aHUE NPUMEPOB IS
MOHUMAaHUS TOTO WJIM MHOTO TEOPETUYECKOT0 MaTepuaa.

[Ipu moAaroTroBKe K MPAKTHUYECKOMY 3aHATHIO HEOOXOIMMO HCHOJIB30BaTh
KOHCIIEKTUPOBAHHbIE MAaTepUajbl JICKIUH, y4eOHYI0O M HAy4HYIO JIHTEpPaTypy.
[ToaroToBKa OTBETOB MO BBIHOCHMBIM Ha OOCY)KJICHHE BOIPOCAM MPAKTHIECCKOTO
3aHITHS BKJIIOYACT B ceOsl HE TOJBKO MPOYTECHUE MaTepuaia, HO M €ro aHajlu3 U
KPUTHYECKYIO OIleHKYy. OOydarmeMycs CIIeIyeT BBISIBUTh MaJOM3yYCHHBIC
aCIEKThl pacCMAaTPHUBAEMBIX BOIIPOCOB, NIPOSBUTH MHUITMATUBY TIPH MOJATOTOBKE K
MIPAKTUICCKOMY 3aHSATHIO.

[Ipu MoATrOTOBKE K MPAKTHYECKUM 3aHATHSAMH M JK3aMEHY PEKOMEHIYETCS
CUCTEMATU3UPOBATh 3HAHMS, M300pakass WX B TaOJIMYHOM, TpadUyuECKOM WIIH
CXEMaTHYHOM BHJIC. ITO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3bh U3y4aeMbIX SIBJICHUH,
YOPOCTUT 3ajady 3allOMHHAHHS MaTepualia, OOJETYUT MPOIECC MPAKTUYECKOTO
MPUMEHEHUS TTOTYYCHHBIX 3HAHHM.
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3amaueli  TPAKTUYECKUX  3aHITHA  SIBISETCS  BBIpaOOTKAa  yMEHUSA
UCIIOJB30BaTh TEOPETUUYECKUE 3HAHUS, TMPOSBUTH HAIWYUE MPAKTUUYECKUX
HaBbIKOB. IIpy  mOAroToBKE K  MPAKTUYECKOMY  3aHATHIO  CJEAYET
3a0J1arOBPEMEHHOI0 00€CTIeUNTh HAJIM4Yhe HEOOXOAMMO ISl JTaHHOTO 3aHSITHS
MaTrepuala, CaMOCTOSATENIbHO MOBTOPUTh PAHEE U3YUCHHBIE TEMBI.

JIns  ycmemHoOro OCBOEHUS JHUCHUIUIMHBI BaXXHBIM SIBIISIETCSI YMEHUE
paboTath ¢ TepMHUHAMH U UX ompeneneHusMu. s paboThl ¢ TEPMHHOJIOTHEN
(h()EKTUBHBIM SBIISICTCSI UCIOJIB30BAaHUE KaK YUCOHOW W HAYYHOUH JHMTEpPaTypHI,
TaK U FOPUIAYECKUX U HUITOCO(CKUX CIIOBAPEH.

PaboTa ¢ TepMHHAMH MOXET OCYIIECTBIATHCS KakK B ()OPME COCTABIICHUS
COOCTBEHHBIX TEMATHUYECKHX CIIOBAPUKOB I yMOOCTBA M CKOPOCTH TIOWICKA
HeoOxomumoro TepmuHa. C  3TOM TENbIO HEOOXOAUMO KaKIbIH  HOBBIN
BCTPEUAIOIINICA TEPMHUH 3aMKUChIBATh U BO BPEMs MOJATOTOBKH K CEMHUHAPCKUM U
MPAKTUYECKUM 3aHSTUSIM YKa3blBaTh COOTBETCTBYIOIIEE olpenencHue. B cioyuae
BO3HMKHOBEHHUSI CJIOKHOCTH BBIOOpa OINpEICICHUs] U3 HUMEIOIIerocs o0bheMa B
paMKax Hay4YHOTO 3HaHHUS HEOOXOJIMMO 3aJaBaTh BOIPOCHI MPENOJABATEIIO B
paMKax JIEKIMOHHBIX U TPAKTUYECKUX 3aHITUH.

WNurtepaktuBHble  GOpMBI  MPOBEJAEHUS  3aHATHA 1O  JUCIUIUIMHE
«/lokymenmayuonHoe obecneuenue ynpasienus» BKIIOYAIOT B ce0s CIEIYIOIINE
BUJIbI 3aHSITHH.

- UHTEPAKTUBHBIC JIEKIIMH, TMPEANOJjaraloT HUCIOJIb30BaHUE METOJa
npoOJieMHOTO W3oXKeHusl. [Ipu TakoMm moaxojie JEKIUsl CTAHOBUTCS MOXO0XKEH Ha
JIAAJIOT, TPEno/laBaHue UMUTHUPYET UCCIIEIOBATEIbCKUM TMPOIecC (BBIIBUTAIOTCS
MEepPBOHAYAJILHO HECKOJBKO KIIFOYEBBIX IMOCTYJIATOB MO TEME JICKIIUU, U3JI0OKEHUE
BBICTPAMBACTCA IO TPUHLMUIY CaMOCTOSITEJILHOTO aHajiu3a W 00001IeHus
CTyJIeHTaMu Yy4yeOHOro marepuaia). JTa METOJIMKa IMO3BOJSET 3aUHTEPECOBATh
CTYJIEHTa, BOBJIEUb €ro B Mpoiiecc 00ydeHus. [IpoTuBopeunst HAy4HOTO MMO3HAHMS
PACKpBIBAIOTCS TIOCPEJICTBOM IIOCTAHOBKM MpoOieMbl. YdeOHas mnpobiema u
npoOJeMHasi CHUTyallus SBJSIOTCSI OCHOBHBIMH CTPYKTYPHBIMH KOMITOHEHTaMU
npobiemHoro oOyuenus. [lepes HadamoMm M3ydeHUs OMpPEAEIEHHON TeMbI Kypca
CTaBUTCSA TIEpeNl CTyJAEHTaMU NPOOJIEMHBIA BOMPOC WM JaeTcs MpoOJIeMHOe
3amanue. CTUMynUpys paspeiieHde mnpoOJieMbl, TMpenojaBaTelb CHUMAET
MPOTUBOPEYHS MEXKITY UMEIOIIUMCS €€ TIOHUMAaHUEM M TpeOyeMbIMU OT CTYJIEHTa
3HaHUSAMHU. D(PPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OTJEIbHBIE MPOOJIEMbI
MOTYT TOJHUMATBHCS CAMHMH CTyJIE€HTaMHu. [ JIaBHBIM ycCleX JaHHOTO METOJla B
TOM, YTO TIpenojaBareiib J0OMBaeTCS OT AayJIUTOPUU «CaMOCTOSITEIHLHOTO
peuieHus» mocTaBieHHOW mpoOnembl. OpraHuzanuss NpoOJEMHOTO OO0y4YeHHUs
MPEACTABIACTCS JOCTATOYHO CIIOXKHOM, TpeOyeT 3HAYUTEIbHOM MOATOTOBKHU
nektopa. OqHako Ha HAYaJILHOM JTale MCIOJIb30BaHUsI ATOr0 METOJIa €ro MOKHO
BHEJIPSITh B CTPYKTYpPY TOTOBBIX, paHee pa3paOOTaHHBIX JICKIUN, MPAKTUYECKHUX
3aHATHH KaK JIONOJHEHUE.

- TPYNIOBBIE JUCKYCCHUU, TPHUMEHSIOTCS Il OOECIeYeHHS HaBBIKOB
KOMaHJTHOM pabOThl U MEXIMYHOCTHON KOMMYHHKAIUA U TIPEACTABISIIOT COOOM
OIICHOYHOE CPEJCTBO, IIO3BOJISIONIEE BKIIOYUTh OOYYAIOIIMXCSA B MPOIIECC
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OOCYXXIIEHHUsSI TIPEACTAaBICHHOW TEMbI, MNPOOJEMbI M OICHUTh WX yMCHHE
apryMeHTUpPOBAaTh COOCTBEHHYIO TOUKy 3peHHus. Kpome Toro, B Xoje 3aHsTHl
MIPOBOJSTCS KPYIJIbIE CTOJIBI MO 3aJaHHBIM TEMATHKAM.

- aHaIM3 CUTyauud (KeHC-MEeToll) — TEeXHUKAa OOy4eHHs, HCIONb3YyIoas
OMKMCAaHHWE peaJbHBIX cuTyarui. OOyyaromuecs TOJDKHBI MPOaHATU3UPOBATh
CUTYallMI0, pa30o0paThCsi B CyTH MPOOJIEM, MPEMIOKUTH BO3MOKHBIE PEIICHUS U
BbIOpaTh Jiydlllee M3 HHUX. B OCHOBe MeTola KOHKPETHBIX CHUTYallUid JIEKUT
ONKCaHuEe KOHKPETHOM MpOo(ecCHOHANBHON NeATEeIbHOCTH WIH SMOIMOHAIBHO-
ITOBEJICHYECKUX AaCIIEKTOB B3aUMOACHCTBUS roneu. IIpm n3ydeHMnm KOHKpPETHOM
CUTyalluM, W aHalu3€ KOHKPETHOIO MpHUMEpa CTYAEHT JOJDKEH BXHUThCS B
KOHKPETHbIE  OOCTOATEIbCTBA, IMOHATh CHUTYalHIO, OLEHUTh OOCTaHOBKY,
OIPEJENNTh, ECTh JIU B HEM MpoOJieMa U B 4eM €€ cyTb. OnpeaenuTsh CBOK POJb B
pelIeHrH Npo0OJIeMbl U BBIpadOTaTh 11eJIECO00Pa3HYIO JTUHUIO TOBEICHHUS.

OueHoyHble W METOJAMYECKHME  MaTepuanbl MO0  JUCIHUIUIMHE
«/lokymenmayuonHoe obecneuenue ynpasienusy npeactaBieHsl B DOMM.

[Ipy nOAroTOBKE K HNPOMEXKYTOUYHOMY WM HMTOTOBOMY TECTHPOBAHUIO
HEOOXOJMMO U3YYUTh TEOPETHUECKHH U NPAKTUYECKUW MaTepuasl. TecToBbie
3a/laHus (C TIepeYyHeM BO3MOXKHBIX BapUAHTOB OTBETOB, CPEIU KOTOPBIX XOTS Obl
OJIMH OTBET SIBJISICTCS HEBEPHBIM) OOECIEUUBAIOT CTPYKTYPHOCTH MBIILJICHUS,
BBIHY’KJICHHOTO BBIOpaTh U3 MPEJIOKEHHBIX BAapUAHTOB OTBET BCE MPABHIbHBIC
BAPUAHTHL. Te€CTOBBIE 3aJaHUs HA YCTAHOBIICHHS COOTBETCTBUS IOAPA3YMEBAIOT
HEOOXOJMMOCTh MPOSIBICHHUS HE TOJBKO 3HAHUA Y4YEOHOro Marepuaia, HO W
YMEHUSI TPUMEHSTh TpaBWia (QopMalbHOW JIOTUKU. TecToBble 3alaHusl Ha
YHOPSIIOYECHHUE HANPABJIEHBI HA YCTAHOBJICHUE JIOTUYECKOW IOCIEA0BATEIBHOCTH
paccMaTpUBAEMbIX SIBICHHUN (BPEMEHHM CYLIECTBOBAHHUS SIBJICHHUH, PacloiOKEHUs
CTPYKTYPHBIX AJIEMEHTOB MPABOBBIX JOKYMEHTOB H T.I1.).

D¢ GhHEeKTUBHBIM CHIOCOOOM JUISI TIOATOTOBKM K TECTUPOBAHUIO SIBIISCTCS
paboTa 0oOydJaromierocsi Mo PEIIeHUI0 TECTOBBIX 3aJIaHUM, TPEIOCTABICHHBIX IS
CaMOCTOATENbHON paldoThl. Takke Mpu MOATOTOBKE K Takoil ¢Gopme KOHTPOJI
3HAHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEIYET CAMOCTOSITEIBHO MOMBITATHCA
mpopaboTaTh paccMaTpuBaeMble B AUCITUIUIMHE BOMPOCHI B (JOpME COCTABICHUS
TECTOBBIX 33JIaHUMU.

[Ipy moAroToBKEe K 3K3aMEHY CJIElyeT MMEThb B BHUJY, UYTO OH SIBJISIETCSA
UTOrOBOM (OpMOM KOHTPOJISI MO M3YYCHUIO JaHHOM Y4eOHOW JUCHUIUIUHBI.
DK3aMEH NOAPAa3yMEBACT MAaKCHUMaJbHYI0 KOHIICHTPALMIO 3HAHUW W yMEHUU,
MPEANOJIATAOIINX MOJTHOE U3YYEHUE MaTeEpUaia TUCIUIIIINHBI.

DK3aMeH MpoBOAUTCA B ¢GopMe YCTHOTO coOece0BaHUsI, BBITOJIHEHUS
MMCbMEHHOTO 33/I1aHMs], TECTA.

Pemenne nmnpenopaBaTenss 00 MTOTOBOM  OLIEHKE MNPUHUMAETCS IO
pe3yJapTaraM YCTHOTO OTBETAa M BBIMOJIHEHHOTO MHUCHBMEHHOIO (TE€CTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT ILIKaJIbl OL[EHKHU.

B kadecTBe HUCTOYHMKA JOMOJIHUTEIBHBIX MATEPUATIOB PEKOMEHIYETCS
MOJIb30BaThC HMH(POpPMAIMEH OTKPHITOrO JocTyma cetu Internet (manHbIMU
WH(OPMAITMOHHO-TIPABOBBIX U 00Pa30BATEIBHBIX MOPTATIOB, OPUITHATHHBIX CAUTOB

14



MUHHUCTEPCTB, BEAOMCTB, OTJEIbHBIX OPTraHU3allhii, JAHHBIMU TOCYAapCTBEHHOU
CTaTUCTUKHU, pe3yJbTaTaMU HKCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIIOJIb30BAaThCSI BO3MOXHOCTSIMH CIIPABOYHO-TIPABOBBIX CHUCTEM, 0a3bl
KOTOPBIX COJEPKAT HE TOJILKO TEKCT HOPMATUBHBIX aKTOB, HO U HAy4HbIE CTAThU
no pamuuHbiM  BompocaMm  (Hampumep, CIIC  «Koncynbrant  Ilmrocy).
PekomeHmyeTcst Tak:Ke UCIIOJIb30BATh AIEKTPOHHO-OUOIMOTEYHBIE CUCTEMBI.

10. Oco0eHHOCTH OCBOEHHS AUCHUIIJIMHBI 1J1 HHBAJIUA0B U JINI C
OrpaHN4Y€HHbIMH BO3MOKHOCTAMMH 3/10POBbSI

OOyuenne 0Oy4YaIOIIUXCS C OTPAaHUUYEHHBIMH BO3MOXXHOCTSIMHU 370POBbSI
npu HEOOXOIMMOCTH OCYIIECTBISIETCS HAa OCHOBE aJanTHPOBAHHOW paboueit
IporpaMMbl  C  HWCITOJIb30BAaHWEM  CHCIHAIBHBIX ~ METOJAOB  OOYyYECHHS U
TUIAKTUYECKUX  MaTepuajioB, COCTaBIEHHBIX C  Y4eTOM  OCOOCHHOCTEU
NCUXO(PU3NYECKOTO PA3BUTHSA, WHAUBUAYAIBHBIX BO3MOXHOCTEM U COCTOSTHUS
3JI0POBbsI TAKWUX O0yuaromuxcs (o0OyJaronierocs).

B HEeTX OCBOCHHUS yueOHOI IPOrpaMMBbI JTUCITUTUTHHBI
«/lokymenmayuonHoe obecneuenue ynpaeieHus» WHBAIAJAMUA W JIMIAMH C
OTpaHUYCHHBIMUA BO3MOKHOCTSIMHU 3/10pOBbsi THCTUTYT 0OecrnieunBaeT:

— JUUIS. UHBJIUJIOB M JIMI] C OTPAHUYEHHBIMU BO3MOXKHOCTSMHU 3/I0POBbSI TIO
3pEHHUI0: pa3MENICHUE B JOCTYMHBIX I OOYYAIOMIUXCS, SBJISIONIAXCS CICTIHIMU
WM  CIa0OBUIAIIMMHU, MeCTaX ¥ B aJanTHPOBAaHHOW (opme CcrpaBOYHOMN
uHQOpPMAIIMM O pACIHCAaHUM YYCOHBIX 3aHATHH; NPHCYTCTBHE ACCHCTEHTA,
OKa3bIBAIOIIETO oOy4JaroremMycst HEOOXOIMMYIO MTOMOIIIB; BBITTYCK
BTEPHATUBHBIX (POPMATOB METOAUYCCKUX MATEpUaoB (KPYHMHBIA MIpU(PT WM
aynnogansl);

— JUTsl MTHBAJIUAOB M JIUI[ C OTPAHUYECHHBIMUA BO3MOKHOCTSIMU 370POBBS 110
CIIyXY: HaJiJIe)KaIIUMU 3BYKOBBIMU CPEJICTBAMH BOCIIPOU3BEICHUE UHPOPMAIIUK;

— JUIS WHBAJIWIOB W JIUI[ C OTPAHMYCHHBIMU BO3MOXHOCTSIMHU 37I0POBBS,
UMEIOIUX  HApYIIEHUS  OIMOPHO-ABUTATENILHOTO  ammapara:  BO3MOXKHOCTh
OecnpensaTCTBEHHOTO OCTYIa 00yJaronuxcsi B y4eOHbIe TTOMEIICHUS, TyaJleTHhIC
KOMHATHI U IPYTUE MTOMENICHHS, a TAK)Ke MPeObIBAaHUE B YKa3aHHBIX TTOMEIICHUSIX.
OO6yuaroruecs 13 yuciaa WHBAIUAOB M jull ¢ OB3 obecrniedeHbl MeYyaTHBIMU U
(W) DJIEKTPOHHBIMHU 00pa30BaTeILHBIMHU pecypcamMu B hopMax, aJanTHPOBAHHBIX
K OTPaHMYCHUSM HX 370poBbsi. OOpazoBaHHE OOYUYAIOIIMXCS C OTPAHHMYCHHBIMU
BO3MOYKHOCTSIMH 37I0POBbSI MOKET OBITh OPTaHM30BAHO KaK COBMECTHO C JPYTUMHU
OOYYarOIIIMMHUCS, TaK U B OT/ACIBHBIX TPYIIAX WK B OTACIBHBIX OPTaHU3aIINSX.

11. ITepeyenb MHGOPMALMOHHBIX TEXHOJIOT U, MPO(eccHoOHAIBLHBIX 0a3
JAHHBIX, HCIOJIb3YEMBIX IPH OCYLIECTBJICHUN 00Pa30BaTeIbHOIO Npouecca
10 JMCUHUILINHE (MOYJII0), BKJIIOYAasl lepeYeHb MPOrPaMMHOI0 odecneyeHust
1 MHGOPMAIHOHHBIX CIIPABOYHBIX CHCTEM

Onepannonnas cucrema (Microsoft Windows Iponpuemapnas);
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[MTaket opucuHsix mporpamm (Microsoft Office Professional Iiponpuemapnas);

[IporpammHoe oOecrieueHue Il MPOCMOTPa AJIEKTPOHHBIX JTOKYMEHTOB B
crangapre PDF (Foxit Reader GNU Lesser General Public License);

Web-0pay3ep (Mozilla Firefox GNU Lesser General Public License);

Opranuzanus BugeokoHpeperuuii (Jnoexc-Teremocm)

Odunmaneueiii caiit denepaibHON CIYKOBI TOCYIAPCTBEHHONW CTATHUCTUKU
[DnexTponnsIii pecype]. URL: gks.ru

NudopmarmoHHbIie CIIPaBOYHBIC CUCTEMBI:

ABTOMaTH3UMpOBaHHAs  HMH(OpMAIMOHHAs  OWOIMOTEYHass  CUcCTeMa
Marc21SQL,;

CnpaBouHo-npaBoBasi cucrema «Koncynbrant [1mocy.

12. MaTepuaibHO-TeXHUUYeCKasi 6a3a, He0OXoAUMasi JIsl OCYLEeCTBIEHHUS
00pa3oBaTeJIbHOIO MpoLecca Mo AMCIUIUIuHE (MOIYJII0)

Crnenmnaiu3upoBaHHble AYIMTOPUM:

YueOHast ayauTopusl I TMPOBEACHUS 3aHATUW CEMHHAPCKOrO THIMA, KypCOBOTO
MPOCKTUPOBAHUS  (BBIMOJIHEHUSI KYPCOBBIX palOT), TPYNNOBBIX U HHAMUBUAYATbHBIX
KOHCYJIbTAI[M, TEKYIIEro KOHTPOJIS U MPOMEXKYTOUHON aTTeCTalluy / KOMIIbIOTEPHBIN Ki1acc
/ momMeneHue it CaMOCTOSATENILHON pabOoThI

TexHu4eckue cpecTsa 00yUeHus:

KOMITBIOTEP C MPOTPAaMMHBIM OOECI€YeHHEeM, yKa3aHHbIM B 1.11, gocTtymoMm K cetu
«HTepHeT» U o0ecreueHneM JI0CTYIa B AJIEKTPOHHYI0 HHGOPMAIIMOHHO-00Pa30BaTEIbHYIO
cpeny

Crnenmnaiu3upoBaHHble AYIMTOPUM:

VYyeOHast aynuTopus JUIsl POBEACHUS 3aHATHI JEKIMOHHOTO THUIIA, 3aHSATHI CEMHHAPCKOTO
TUIA, KypCOBOIO THPOEKTUPOBAHUS (BBIOJHEHUS KYPCOBBIX padoT), TPYIIOBBIX U
WHJUBUIYAJIbHBIX KOHCYJIBTAIIMM, TEKYIEr0 KOHTPOJISI U POMEKYTOYHOU aTTeCTAllUuU
Texnuueckue cpeacTa 00y4eHHUsi:

MYJIbTUMEIUNHBIA KOMIUIEKC

KOMITBIOTEP C MPOTPAMMHBIM 00€CTIeUeHHEM, YKa3aHHbIM B 11.11

16



o7



