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PabGouass mporpamma  yueOHOW — gUCHUIUIMHBI  «OCHOBBI  /1€JONPOU3BOACTBA»
pa3pabotana KoroBoii A.A.

PaGouass mporpamma  y4yeOHOM  aucuUIUIMHBL «OCHOBBI  1€JONPOU3BOACTBA
pa3paboTaHa Ha OCHOBaHUH (peJepalbHOTO TOCYJAapCTBEHHOTO 00pa30BAaTENbHOTO CTaHAApTa
BBICIIETO oOOpa3oBaHus 10 HampaBieHuto noarotoBku 38.03.04 TocymapcTtBeHHoe U
MYHHUHIAJTbHOE YyHpaBjieHue (ypoBeHb 0akajaBpuUaTa), YTBEPXKJICHHOTO MPUKA30M
MunucrepcTBa oOpazoBanus u Hayku Poccuiickoit @eaepanuu ot 13 aBrycra 2020 . Ne 1016,
y4eOHOro IUTaHa MO OCHOBHOHM NpodeccnoHanbHON 00pa30BaTENbHON IMPOrpaMMe BBICIIETO
o0pa3oBaHUsl [0 HAMNpaBICHUIO MOATOTOBKU «locygapcTBeHHOE ¥ MYHHIHUIAIBHOE
yIpaBJICHUEY.
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1. O01ue moJoKeHus
1.1. Heab u 32124 TUCHMILIIHHBI
Lenp y4yeOHOW JMCIMIUIMHBI 3aKIO4YaeTcs B (OPMUPOBAHMH Yy  CTYJICHTOB
METOJIOJIOTUYECKUX  OCHOB  IOCTAaHOBKH  JIOKYMEHTOOOOpPOTa B  TOCYJapCTBEHHOM U
MYHUITMIIAJILHOM YIIPABJICHUH, & TAK)KE PA3BUTHE HABBIKOB BEJCHUE JOKYMECHTAIIMH.
3amaun yueOHON IUCIUILINHEL
B pesynbrare nuzydeHust AUCIUIUIHHBI 00YUYaOITUNCS JOJKEH:
— H3YYUTh METOJIOJIOTHYECKHE OCHOBHI TTOCTAHOBKH JJOKYMEHTOOO0POTA,
— TMOJYYUTh TPAKTHUYECKHE HABBIKM BEJICHUS TOCYJAPCTBEHHONM ¥ MYHHUIIMIAIBHON
JIOKYMEHTAIlUH,
— OCBOUTb BONPOCH JOKYMEHTHPOBAaHHsS BCEX OCHOBHBIX AaCIEKTOB JICSITEIBHOCTH
TPEIITPHUSITHSL.

1.2. Mecmo yuebHOU OucyuniuHvl 6 CHPYKMYpe OCHOBHOU RpOpeccuoHaAIbHOU
o0pazoseamenvHoOl NPOPAMMDL.

JlucuuiuinHa SIBJISIETCS 3JIEMEHTOM BapHAaTUBHON YacTh biioka 1 JHCHHUILINH 1O BBIOOPY
OIIOIL

1.3. Ilnanupyemovie pezynvmamuvl 00y4eHUA NO YUeOHOU OUCUUNIUHE 8 DPAMKAX
NAGHUPYEMBIX DPe3YIbHMAmMO8 O0C80€HUSl OCHOBHOU NPOPECCUOHAIbHOU 00pA306amenbHOll
npozpammeol.

[Iporiecc ocBoeHHMs yueOHOM TUCHMIUIMHBI HampaBieH Ha (QOPMHpPOBAHUE Y
oOydaromuxcs cineayromei komnerenmuu: [TK-2.

B pesynbrate OCBOCHUSI IUCHUIDIMHBI CTYJICHT JOJDKEH JIEMOHCTPHPOBATH CIICAYIOIIHE
pe3ysbTaThl 00pPa30BaHMS:

Kon Copnepxanue WHanKaTopsl JOCTHKEHUS! TPO(HECCHOHATBHBIX
KOMITETCHITUH KOMIIETEHIIUU KOMIIETEHIIUH

IK-2 CriocobeH onepaTuBHO [1IK-2.1. Mcnionp3yer cOBpeMEHHbBIE
pa3palaTeIBaTh U MH(}OPMALIMOHHBIE TEXHOJIOTUU B IIPEIOCTABICHUN
IIPUHUMATH ONTUMAJIBHBIE | TOCYJAapPCTBEHHBIX U MYHHULIUIIAIBbHBIX YCIIYT
yIIpaBICHYECKUE [1K-2.2. BnayneeTr HaBbIKaMH pa3pabOTKU U
pEILIEHNUs, YUUTBIBAS IPUHSTHS ONTHUMAJIBHBIX YIIPaBIEHUECKUX
IOCJIEACTBUS UX penieHuin
peanuzanuu, coOIroaast ITK-2.3. Crioco6eH O1eHUTh MOCIeCTBUS
YCTaHOBJICHHbIE pea3anuu, IPUHSITHIX YIPaBIECHYECKHE PeIIeHUN
MPOLEAYPHI U UCTIOIB3YS
COBPEMEHHBIE
MH(pOpMaLlMOHHbIE
TEXHOJIOTHH B
IPEI0CTaBIEHUU
roCyJlapCTBEHHBIX U
MYHHUIMINAIbHBIX YCIYT

2. O0beM y4eOHOH TUCIUIIIMHBI, BKJIIOYAas KOHTAKTHYIO padoThl 00y4aromerocs ¢
npenojaBarejieM H CaMOCTOSATEbHYI0 padoTy 00yualomerocs
OOm1ast TpyA0EMKOCTh Y4eOHOW AUCHUIUIMHBI COCTABISAET 4 3aUETHBIX €IMHMIL.

Ounas popma odyuenusn

o Cemect
Bux yueOHO# paboThI Bcero vacos 8 P
AyauTOpHBIE YUeOHbIe 3aHATHS, BCEro 44 44
B TOM uncie:




VueOHbIe 3aHATHS JEKIIMOHHOTO THIIA 22 22
[IpakTHyeckue 3aHATUS 22 22
CamocTrosiTe/IbHAsI padoTa 00y4aloInXcsl, BCEro 91 91
B Tom uncne:
CaMonoaroToBKa 67 67
Joknansi/pedepats 16 16
TectupoBanue 8 8
KoHTpoJib: BU MPOMEKYTOUYHOW aTTeCTAIIMH 9 JK3aMeH
(3auet, IK3aMeH)
O0mas Tpy10eMKOCTb Y4eOHOH JTMCIUTIHHBI 144
Ouno-3aounas gpopma odyuenusn

Bun yueOHoi1 paboThI Bcero uacos CeMg “p
AyINTOPHBIE YUe€OHbIE 3aHITHS, BCET0 34 34
B ToMm uncie:
VyeOHbIe 3aHATHS JEKIIHOHHOTO THUIIA 16 16
[TpakTHueckre 3aHsATHS 18 18
CamocrosiTeIbHAasi pa0oTa 00yYAIONIHXCS, BCET0 101 101
B ToMm uncie:
CaMomnoaroToBKa 77 77
Joxnazsl/pedepaTs 16 16
TectupoBanue 8 8
KoHTposb: B NPOMEKYTOUHOM aTTeCTaMU 9 JK3aMeH
(3auet, IK3aMeH)
O01as TPy10eMKOCTh Y4eOH i TH CHMILIUHBI 144

3aounan popma odyuenus

Bun yuebnoit paboTsl Bcero gacos CeMSG ‘1P
AyIuTOpHBIE YUeOHbIE 3aHATHS, BCET0 16 16
B ToMm uncie:
VuyeOHble 3aHITHA JIEKIIMOHHOTO TUIIA 6 6
[TpakTrueckre 3aHATHS 10 10
CamocrosiTeqibHasi pab0oTa 00y4al0IuXcsl, BCEro 119 119
B ToMm uncie:
CaMonoroToBka 95 95
Joxnazsl/pedepaTs 16 16
TectupoBanue 8 8
KoHTposb: BHI IPOMEKYTOYHOI aTTeCTAIMA 9 IK3aMeH
(3aueT, IK3aMeH)
O01as Tpy10eMKOCTh Y4eOHO0ii 11 CIMILIUHBI 144




3. Conep:kanue y4eOHOM QU CHUTIIAHbBI

3.1. YuebHo-memamuuecKkuil nian no o4Holl gropme odyuenusn

O0BeM ayTUTOPHBIX 3aHATHH cocTaBisieT 444,
O6bem camocTosTenbHON padoTsl —91 .

Buner yueOHoM pabOTHI, aKaIeMIYECKIX

qacoB

DopMBbI KOHTPOJISI OCBOSHUS
oOygaromuMucs yaeOHoit
JIVICIUTIIHHBI

Texkyluii KOHTPOJIb

) KonraktHas pabota OCBOEHUSA TIpoMeskyTouHAs
g npenoaaBaTesa € 06y'-IaIOHII/IMI/ICH aTTecTauus
=f 00yyaroMMucs yuebHoi obyuatomuxes
§ JMCIUTIIAHEI
Ne k§
n/ Monyns, pa3gen (Tema) s .
11 8 L8 < E 3
(] = =
o a = = = I
m = < & =
?3 o) e g b= < E
= = <] IS L 8 =
%) o = =4 RS & 5]
= Q o () 3 S5 1]
13} as] ] S = = 3
= = g = 13) ™
= = = o
8 Z g 2 =
3 = g =
g =
<
Q
1 | Tema 1. Buael nokyMeHTaMM 24 15 8 4 + +
Tema 2. YupenurenpHas
2 ped 24 | 15 | 8 4 4 + +
JIOKYMEHTAIUs
Tema 3. JlokyMeHTauus,
CBsI3aHHAs C TIPAaBOM
3 | npeanpusTus Ha 24 | 16 8 4 4 + +
OCYIIIECTBJICHHUS BUJIA
JIESITEIbHOCTH
Tema 4. JlokyMeHTaIbHOE
4 | opopmnenne 24 | 15 6 3 3 + +
B3aMMOOTHOILICHUM
Tema 5. JlokyMeHTHpOBaHKE
5 JloxymeHTHp 24 | 15 | 8 4 4 + +
KaJIpOBOH JIeATEIHHOCTH
Tema 6. O6uMe BOIPOCH!
6 | BemeHus GyXraaTepckoro 24 | 15 6 3 3 + +
yuera
BCEI'O YACOB 144 | 91 44 22 22 9




3.2. YuebHo-memamuuecKkuil nian no 04HO-3a04HOU hopme 00yuenusn

O0BeM ayTUTOPHBIX 3aHATHH cocTaBisieT 34 4.
O6bem camocrosiTenbHON padoTsl — 101 4.

Ouno-3aounas hopma obyuenus

Buner yueOHoM pabOTHI, aKaIeMIYECKIX

qacoB

DOopMBbI KOHTPOJISI OCBOEHUS
oOygaromuMucs yaeOHoit
JIVICIUTIIHHBI

Texkyluii KOHTPOJIb

) KonraktHas pabota OCBOEHUSA TIpoMeskyTouHAs
g npenoaaBaTesa € 06y'-IaIOHII/IMI/ICH aTTecTauus
=f 00yyaroMMucs yuebHoi obyuatomuxes
§ JMCIUTIIAHEI
Ne k§
n/ Monyns, pa3gen (Tema) s .
11 8 L8 < E 3
8 = = = =
(o9 = = < )
m = =] [ =
g ° ° 2 z £
T 2 3 2 Q 2 s
2 ) I > & g 5
= Q o () 3 S5 1]
QH) m o QT) I=¢ = S
& =t = < 13) ™
= [}
° > g g =
g = g =
g =
<
Q
1 | Tema 1. Buael nokyMeHTaMM 24 16 4 2 2 + +
Tema 2. YupenurenpHas
2 ped 24 | 16 | 5 2 3 + +
JIOKYMEHTAIUs
Tema 3. JlokyMeHTauus,
CBsI3aHHAs C TIPAaBOM
3 | npeanpusTus Ha 24 | 18 8 4 4 + +
OCYIIIECTBJICHHUS BUJIA
JIESITEIbHOCTH
Tema 4. JlokyMeHTaIbHOE
4 | odpopmnenne 24 | 18 6 2 4 + +
B3aMMOOTHOILICHUM
Tema 5. JlokyMeHTHpOBaHKE
5 JloxymeHTHp 24 | 16 | 7 4 3 + +
KaJIpOBOH JIeATEIHHOCTH
Tema 6. O6uMe BOIPOCH!
6 | BemeHus GyXraaTepckoro 24 | 16 4 2 2 + +
yuera
BCEI'O YACOB 144 | 101 34 16 18 9




3.3. YuebHo-memamuueckuil nian no 3a04Holl popme odyueHus

O0BeM ayTUTOPHBIX 3aHATHH cocTaBiseT 16 u.
O6bem camocTosITeTbHON padoTsl — 119 4.

3aounasn hopma obyuenus

Bunpl yueOHOM pabOTHI, aKaIeMHYECKUX

JacoB

DopMbI KOHTPOJIS OCBOCHHUS
oOyyJaromumucs y4eOHoH
JIACIATUTHHBI

Texkymuii KOHTPOJIb

5 KonraktHas pabota OCBOEHUS ITpomesxyTouHas
g NperojaBaTens ¢ oOydJaromumMucs aTTecTauus
=f o0ydJaromumMucs yueOHOM oby4aromuxcs
§ JCHUIUTHHBI
Ne \§
/ Monyns, pa3nen (Tema) s .
o
" 5| g : : :
3] 8, = = s )
aa) & = =3 =
3 e o =3 g 5
T 2 5 g ) =] =
é g = = & 2, <
o] Q = vl
[5) m o O é E 1
; = = < 13 ™
g = o
© 2 g 2 =
2 = g =
= =)
<
O
1 | Tema 1. Bunel tokyMeHTauuu 24 20 2 1 1 + +
Tema 2. YupenutenbHas
2 pea 24 | 19 | 2 2 + +
JIOKyMEHTaIHsI
Tema 3. JlokymeHTanus,
CBSI3aHHAS C TIPAaBOM
3 | npeanpusTus Ha 24 | 19 3 1 2 + +
OCYLICCTBIICHHUS BU/IA
JeSATEIbHOCTH
Tema 4. JlokyMeHTaIIBHOE
4 | odpopmienue 24 | 19 2 1 1 + +
B3aMOOTHOILCHUH
Tema 5. JlIokyMeHTHpOBaHUE
5 Aoxymexip 24 [ 19| 3 1 2 + +
KaJIPOBOH ICSITEIILHOCTH
Tema 6. O01IIIE BOTIPOCH
6 | Benenus Gyxranrepckoro 24 | 19 3 1 2 + +
yuera
BCET'O HACOB 144 | 119 16 6 10 9

4. YyeGHO-MeTOIMYeCKoe o0ecreyeHrne CaMOCTOsITeIbHOM padoThl 00y4arommXxcs mo

yueOHOM TUCHMILINHE

Tema 1. Buabl 1okyMeHTALIMT
IlepeyeHb U3yuaeMbIX 3J1€MEHTOB COAEPKAHNS YUeOHOMH TMCUMIIUHBI

y’—IpC}II/ITeJ'IBHaﬂ JOKYMCHTAl . I[OKYMCHTaHI/ISI 110 JIMIICH3UPOBAHUIO U CepTI/I(bI/IKaHI/II/I.
JlokyMmeHTanpbHOe 0pOpMIICHHE B3aMMOOTHOIIICHUN
Bomnpocel 11 caMONOATOTOBKH

1. VupeaurenbHas JOKyMEHTaIUs
2. JIoKkyMeHTaIus 1o JUIEH3UPOBAHUIO U cepTU(UKALIUT

3. JlokymeHTabHOE 0OPMIICHHIE B3aUMOOTHOIICHHHA




@®opMbI KOHTPOJII CAMOCTOSITEJILHOH PadoThl 00y4aKOIIMXCS: MPOBEPKAa OTBETOB HA
BOITPOCHI CAMOTIOJITOTOBKH.

Tema 2. y‘lpe}ll/lTeJ'[bHaﬂ AOKYMEHTa s
Hepeqeﬂb U3y4Ya€MbIX 3JICMCHTOB COACPKAaHUSA yqeﬁnoii AUCHHUIIIIMHBI

Oco6eHHOCTH yupeIuTeNIbHOW TOKyMeHTaluu. Bujibl COOCTBEHHOCTH Ha MPEeIIpUATHIX.
VYceraB v YupeIuTenbHbII 10r0BOP
Bonpocs! 111 caMONIOAT0TOBKH

1. OcoOGeHHOCTH YUpeIUTEIbHON JOKYMEHTAIIMH
2. Busibl cOOCTBEHHOCTH Ha MPEANPUATHIX
3. YcraB u YupeauTenbHblid I0TOBOP
DopMBbI KOHTPOJISI CAMOCTOSITEILHOI PadoThl 00yUaIOIIUXCS: TPOBEPKA OTBETOB HA
BOITPOCHI CAMOTIOJITOTOBKH.

Tema 3. JlokymeHTanus, CBSA3aHHAasi ¢ MPAaBOM MNPeINPUSTHS HA OCYIIECTBJIEHHUS
BH/IA 1eATeILHOCTH
Ilepeuenn u3y4yaeMbIX 3J1€eMEHTOB COJIeP:KAHUS Y4eOHOM TUCHUTIIUHBI

Hcropudeckue acriekTsl JuneH3upoBanus. CTaHaapTU3als, €€ HOpMaTHBHO-TIPABOBbIC
OCHOBBI. Opranu3anus u JOKyMEHTUPOBAHUE PA3IMUHBIX BUIOB JIEATEIbHOCTH
Bomnpocsl 111 caMONOATOTOBKH

1. Uctopudeckue aclieKThI JIMIICH3UPOBAHUS
2. CrangapTu3anusi, € HOpMaTUBHO-TIPABOBBIE OCHOBBI
3. Opra"u3zanusi 1 TOKYMEHTUPOBAHUE PA3TUYHBIX BUIOB JIEATEIHHOCTH.
@opMBbI KOHTPOJISI CAMOCTOATEIHLHOM PadoThl 00y4aKOUIUXCS: TIPOBEPKA OTBETOB Ha
BOIPOCHI CAMOIIOATOTOBKH.

Tema 4. lokymeHTaJIbHOE 0()OPMIIEHHE B3aMMOOTHOIICHU I

ITepedyenb n3y4aeMbIX 3JIEMEHTOB COJCP/KAHUA y4eOHOM TUCHUIINHBI

JlokyMeHTanbHOe 0popMIIeHHE B3aUMOOTHOIIEHUN

Bonpocs! 111 caMonoaroToBKu

1. loxymeHTasnbHOE 0(hOpMIIEHHE B3aUMOOTHOILIEHU I

®opMBbI KOHTPOJISI CAMOCTOATEIbLHOH PadoThl 00yYaKOIIUXCA: TIPOBEPKA OTBETOB Ha
BOIIPOCHI CAMOIIOATOTOBKH.

Tema S. JlokyMeHTHpPOBaHHE KAAPOBOi 1eATEJIbHOCTH
Ilepeyenn u3y4aeMbIX 3J1EMEHTOB COJCP:KAHUS Y4eOHOH TUCHHUIIINHBI

CocraB [TOKYMEHTOB II0 KaJpOBOM JEATENBHOCTH. JIOJPKHOCTHBIE HWHCTPYKIIUH.
KBanuduxannonusie TpeGOBaHuUs, PEIbABIIEMbIE K MEHEIDKEPY

Bomnpocel 11 caMONOATOTOBKH

1. CoctaB TOKyMEHTOB IO KaJIpOBOM AESITETLHOCTU

2. JIoMKHOCTHBIE MHCTPYKIIUU

3. KpanudukannonHaeie TpeOOBaHUS, IPEIBIBISIEMbIC K MEHEIDKEPY

®opMBI KOHTPOJISI CAMOCTOATEJIHLHOH PadoThl 00y4arOIIUXCsA: IPOBEPKA OTBETOB HA
BOIIPOCHI CaMOIIOANOTOBKHU.

Tema 6. O011ue BONPOCHI BeleHUsI OyXTaJTEPCKOro yyera
IlepeyeHb U3y4aemMbIX 3J1€MEHTOB COAEPKAHUSA YUeOHOH IMCUMIINHBI



O6miast u ynpomieHHass (GopMbl OyXTaJTepCKOro ydeTra Ha MpeAnpusITHH. J[OKyMeHTbI
cTporoit oryeTHoCTH. Hanmoroo6noxenue
Bonpocsl /151 caMONOATOTOBKH

1. Obmas u ynpomieHHast GOpMbl OyXTanTepcKoro y4eTa Ha MPeanpUsSTHH.
2. JIOKyMEHTBI CTPOTrOM OTYETHOCTH.
3. Hanoroo6mnoxenue

@®opMbI KOHTPOJISI CAMOCTOSATEILHONH PadoThl 00y4alOIIMXCS:

BOIIPOCHI CaMOITIOATOTOBKH.

5. ®oHA OIEHOYHBIX CPeICTB /sl NMPOBeAeHUS TeKyllei
arrecTalMu 00y4arOIIMXCH MO Y4eOHO TNCHUIIHHE

5.1
oucyuniuHe.

Dopma

npomeafcymounoﬁ

ammecmauuu

oodyuarowezoca

IMPOBCPKa OTBETOB Ha

H TPOMEKYTOYHOI

no yueouoi

KOHTpOJIBHBIMU  MEPONPUATHSAMH TPOMEKYTOUHOW AaTTECTAlMUd OOYYAIOIIUXCS T10
y4eOHOM TUCIUILINHE SBISIOTCS 2k3aMeH (8 cemecTp), KOTOPBIil MPOBOIUTCS B YCTHOM dopme.

5.2. Ilepeuens Komnemenyuil ¢ yKazaHuem ImManos ux popmuposanus 6 npovyecce

0CcBoeHUs 00pa3z0eamenbHoil NPOZPAMMbL.

KoMmmnoHeHTEI UHAMKATOPbI
Kon Coneprxanue KOMIICTCHIINH, IIOCTYKEHHUS Pe3ynbTath
KOMIICTEHIUH KOMIIETCHILINH CTCICHb NX podecCHOHATBHBIX 00yueHus
OCBOCHHA KOMIIETECHIIAN
TIK-2. CnocobeHn KommoneHTst [IK-2.1. Ucnionb3yeT | 3HATH:
OepaTUBHO KOMIICTCHIINU COBPEMCHHBIC COBPEMECHHBIC
pa3paGaTbiBaTh 1 COOTHOCATCS ¢ | MH(DOPMAIIMOHHBIC UHPOPMAIUOHHbIC
NPUHAMATH CoJiepy)KaHHEM | TEXHOJIOTHH B TEXHOJIOTHH B
OTHMATEHEIS JUCHHUIUTAHBI, U | TIPEIOCTABICHUH NPEI0CTABICHUT
KOMITIETEHIIHS TOCYJJApCTBEHHBIX U rOCyIapCTBEHHBIX

yHpaBJIcHICCKHIC peanusyercs MYHHUIMIATBHBIX 1 MYHHITATTATBHBIX
PCIICHHS, YIUTBIBAS | o oro, o yeyr yemyr
IIOCJICACTBUA UX [1K-2.2. Binajeer
peanuzanuu, HaBbIKAMH YMeTh: OLIEHUTH
coOmronas pa3paboTKH U MIOCJIEICTBUS
YCTaHOBJICHHBIE MPUHATHS peanu3aryy,
IpOLEAypPhI U OIITUMAJIBHBIX TPUHSTHIX
MCIIOJIb3YsI YHPaBJICHYICCKHUX YIIpaBJICHYECKUEC
COBPEMEHHBIE peteHui peleHuit
MH(OPMALIHOHHBIE [1K-2.3. Cnocoben
TEXTONOrHE B OILICHUTH NIOCJIEACTBUS | BrnameTs:

pealn3aium, HaBBIKAMHU
MPEIOCTaBICHUHT

MPUHATHIX paspaboTKH u
rOCYJIapCTBEHHBIX U yIPaBJIeHYECKHE HPHHATHUS
MYHHIUTIATbHBIX perenyii OLTHMANTBHBIX
yeayr yIPaBICHYECKHX

peuieHui

10




5.3. Onucanue noxkazameneii u Kpumepuee ouenueanun Komnemeuuuﬁ HaA pa3jiniHblIX
imanax ux qbopmupoeanuﬂ, OnUCaHue WKajl OUCHUGAHUA

Kon Orarnbl HOPMUPOBAHUS KOMITCTESHITHH Wuctpymenr, [oka3zatenn
KOMITETEH OIICHHBAIOIIU I OIICHWBaHUS
12078 c(hOpMHUPOBaHHOCTh KOMIICTCHIIUN
KOMIIETEHIIUU®
IK-2 Ortan  dopmupoBanus 3HaHueBoH | Jloxman/pedepar™ A) TIOJTHOCTBIO
OCHOBBI KOMITETCHITAI (otan | TectupoBanue™ chopmupoBaHna - 5
(dhopMupoBaHus coJiepKaTeNbHO- | DK3amMeH™ OayioB
TEOPETUYECKOTO 0a3rca KOMIICTCHITUH ) B) wactnuno
JleknmOHHBIE W MPaKTUYECKHE chopmupoBana - 3-4
3aHATHUSA TI0 TEMaM: Oamna
Tema 1. Bujisl JOKyMeHTAIIUH C) ne copmupoBana- 2
Tewma 2. YupenurenbHast U MeHee 0aJuIoB
JOKyMCHTalus

Tema 3. JlokyMeHTanus, CBA3aHHAs C
MIPaBOM IMPEIIPUATHS Ha OCYIIECTBICHUS
BUJA JEITEIbHOCTU

Tema 4. JlokyMeHTaIbHOE
odopmireHrEe B3aNMOOTHOIICHUH

Tema 5. JlokyMEHTHpPOBAaHUE KaIpOBOM
JESTETBbHOCTH

Tewma 6. ObmIHIe BOIPOCH BEACHUS
OyXrajTepckoro y4era

*XapaKTepl/ICTI/IKI/I HHCTPYMEHTOB (CpeI[CTB), OLCHUBAKOIIHNX C(l)OpMHpOBaHHOCTB KOMHeTeHHHﬁ:
Pedepar — mpoayKT camMoOCTOATENbHOW pPabOThl CTYAEHTa, MPEICTABIAIOIMINNA COOOU
KpaTKoe M3JI0KEHHE B MUCHMEHHOM BHJIE IOJYYEHHBIX PE3YJIbTaTOB TEOPETHYECKOTO aHaIH3a
onpeeNeHHo HaydHOH (yueOHO-UCCIIeIOBATENbCKON) TEeMBbl, TJIeé aBTOP PAaCKpHIBACT CYTh
UCCIIETyeMOl MPOOJIEMBI, IPUBOIUT PA3JIMIHBIE TOUYKU 3PEHUS, a TAK)KE COOCTBEHHBIE B3TJISIBI
Ha Hee. B pedepare nomkHa ObITH pacKkpbiTa TeMa, CTPYKTypa JA0JKHA COOTBETCTBOBATH TEME U
OBITh OTpakeHa B OIJIABJICHHWH, pazmep paboTsl — 10-15 crp. medaTHOro TeKcTa (CHUCOK
JUTEpaTypbl U TPWIOKEHUs B 00BEM HE BXOJAT), CHA0KEHHOTO CHOCKAMHU M CIHCKOM
WCIIOJIb30BAHHOM JTUTEPATYphl. TEeKCTOBask YacTh PabOThI COCTOUT U3 BBEICHHS, OCHOBHOW YaCTH
U 3akioyeHus. Bo BBeneHMM oOydaromuiicss KpaTko 0OOCHOBBIBAET aKTyaJIbHOCTh M30paHHOM
TeMBI pedepara, pacKpbIBaeT LENb M 337a4l, KOTOPbIe OH COOMPAETCS PEIIUTh B XOJI€ CBOETO
HEOOJIBIIIOro MccieoBaHuA. B OCHOBHOM dacTH (MOXeT cocTosTh H3 2-3 maparpagos)
NOJPOOHO PACKPBIBAETCS COJEPKAHNE BOMPOCOB TEMBI. B 3aKIIIOYEHNHU JOJKHBI OBITH KPAaTKO
c(hOpMyIMPOBAHBI MOIyUYEHHBIE PE3YJIbTAaThl UCCIEI0BAHMS, IPUBEICHBI 000OIIAOIINE BHIBOIBI.
3aKIIfOYeHHEe MOJKET BKJIIOYATh MPEUIOKEHUS aBTOpa, B TOM YHCJIE€ M TI0 JallbHEHIIeMy
U3yUYEHHIO 3aWHTepecoBaBlIel ero npolieMbl. B criucok nurepatypsl 00ydaronuiics BKIOYaeT
TOJIbKO T€ W3JIaHWs, KOTOpbIE OH HWCIIOJIb30BaJ NpH HamucaHuu pedepara (He menee S5-7). B
TEKCTe 00s3aTeNbHbI CCHIJIKM Ha MCIOJIb30BAaHHYIO JINTEPATYpPY, OOPMIIEHHBIE B COOTBETCTBUU
¢ 'OCToMm. B mpunokenun k pedepaTy MOTYT BBIHOCHUTBHCS TaOJIUIBI, TpauKH, CXEMBbl U
JpyTHe BCIIOMOTATENIbHBIE MaTepUaNbl, Ha KOTOpPhIE HMMEIOTCS CCBUIKM B TEKCTe pedeparta.
Kpurtepun ouenku pedepara: 1) CteneHb pacKpbITHs CYHUIHOCTH BOINPOCA: a) COOTBETCTBUE
I1aHa Teme pedepara; 0) COOTBETCTBHE COJEpKaHMUS TeMe U IulaHy pedepara; B) IMOIHOTA
NPOAHAJIM3UPOBAHHOTO MaTepuaslia IO TeMe; yMeHue paboTarb C OTEUECTBEHHBIMU U
3apyOC)KHBIMH ~ HAyYHBIMH  HWCCIICIOBAHHMSIMH, KPUTHYECKOW JIMTEPaTypod, TEpHUOTUKOM,
CHCTEMaTH3UpPOBaTh U CTPYKTYpUPOBaTh MaTepuall; T') 0OOCHOBAHHOCTH CIIOCOOOB M METO/I0B
paboTHI ¢ MaTepuaoM, aJIeKBaTHOE U MPABOMEPHOE HCIOIB30BAHUE METOJIOB KIIACCH(PUKAIHH,
CpaBHEHHs U Jp.; €) yMeHHe 0000marh, AenaaTrbh BBIBOJBI, COMOCTABIATH Pa3IHMUHBbIE TOUYKH
3peHust 10 OJTHOMY Bompocy (mpodieme). 2) OpUrHHaIBFHOCTh TEKCTA: ) CAMOCTOSITEIILHOCTh B
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MOCTAaHOBKE TMpoOJeMbl, (OpPMYyJIMpPOBAaHWE HOBOTO acleKTa M3BECTHOM TpoOIeMBI B
YCTaHOBJICHUHM HOBBIX CBSI3CH (MEXKIPEAMETHBIX, BHYTPUIIPEIMETHBIX, UHTETPAIMOHHBIX); 0)
SBIIGHHOCTb aBTOPCKOM IMO3UIMU, CAMOCTOSITEIbHOCTh OIICHOK MU CYXKJIEHUH; 1) CTUIIEBOE
€IMHCTBO TEKCTa, €AMHCTBO XAHPOBBIX 4epT. 3) OOOCHOBAHHOCTH BHIOOpa HMCTOYHHUKOB: a)
OILICHKA UCIOJb30BAaHHOM JIUTEPATyphl: MIPUBIICYEHBI U HanOoJee U3BECTHbIE PabOThl MO TEMeE
uccneoBaHus (B T.4. KypHAJIbHBIE MyOJIMKAIIMK MOCTEIHUX JIET, MOCIEeIHUE CTATUCTHYECKUE
JIAaHHBIE, CBOJIKH, CIIpPaBKU | T.1.). 4) CoOmoneHue TpeboBaHul K 0pOPMIICHHUIO: a) HaCKOJBKO
BEPHO O(OPMIICHBI CCBUIKM Ha HCIIOJIB3YEMYIO JIUTEpaTypy, CIHCOK JHUTEpaTyphl. 0) OLEHKA
FPaMOTHOCTH U KyJbTypbl U3JOXKeHus (B T.4. opdorpaduyeckoif, MyHKTyallMOHHOMH,
CTHJIMCTUYECKOU KYJIbTYPHI), BIIaJICHIUE TEPMUHOJIOTHEH; B) COONIOACHIE TPEOOBaHMI K 00bEMY
pedepara.

Jlok1a — IPOyKT CaMOCTOSITENbHON paboThl 00yJaromerocs, NpeAcTaBIsIomui co0oi
nyOJMYHOE  BBICTYIUICHHE IO  MPEJICTaBICHHUIO IOJYYEHHBIX  PE3YyJbTaTOB  PELICHUS
OTIpENIeICHHONW  y4eOHO-TIPaKTHUECKOM, yUeOHO-UCCIIEAOBATEILCKOM WM HAyYHOH TEMBI.
Jokiiaq — 3T0 HayyHOE COOOIIEHUE Ha MPAKTHUYECKOM 3aHSTHM, 3aCEAaHUU HAYYHOTO KPYXKKa
Wi y4eOHO-TeopeTH4ecKkoil KoHdepeHIH. KpuTepum omeHKHM A0KJIAAA. COOTBETCTBHE
CONepKaHUsl  3asABJICHHOW TeMe; aKTyaJbHOCTb, HOBHM3HAa ¥  3HAYUMOCTb  TEMBI;
apryMEHTHPOBAHHOCTb, MOJIHOTA, CTPYKTYPHUPOBAHHOCTD M JIOTHYHOCTH U3JIOKEHHS; CBOOOIHOE
BJIQJICHHE MaTepuajoM: MOCJIEI0BATeIbHOCTh, YMEHHE BECTU JHCKYCCHUIO, MPAaBUILHO OTBEYAThH
Ha BONPOCHI; CAaMOCTOSATEIBHOCTh, CTENEHb OPUTHHAIBHOCTH TMPEIUIOKEHHBIX —PEIICHHH,
WTIOCTPATUBHOCTH, OOOOIICHMI M BHIBOJIOB; HAJIMYUE COOCTBEHHOI'O OTHOLICHHS aBTOpa K
paccMatpuBaeMoil mpobieme/TeMe (HACKOJIBKO TOYHO W apTyMEHTHPOBAHO BBIPAXKEHO
OTHOIIIEHHE aBTOpa K TeMe JOKIaja); IMpeIcTaBlIeHHE MaTepuaa: KauecTBO IMPE3CHTalluH,
oopmieHHS; KyJIbTypa pedud, OpaTopCcKoe MacTepcTBO (COOIIOACHHWE HOPM JIUTEPATYPHOTO
A3bIKa, MPABUIBHOE MIPOU3HOIICHUS CIIOB U (pa3, ONTUMAIBHBIN TEMI PeYH; YMEHHUE NMPaBUIHHO
paccTaBiATh AaKIEHTHl, yMEHHE TOBOPUTH JOCTATOYHO TPOMKO, YETKO U YOCIHUTENbHO);
MCIOJIb30BaHue MpodeccnoHaNbHOM TePMUHOIOTHUN (OIIEHKA TOT0, HACKOJBKO MOJIHO OTPaKEHbI
B BBICTYIUIEHUHU 00ydaromierocsi mpodeccHoHalbHbIe TEPMHUHBI U OOMIEKYIBTYPHBIC TIOHSATHS 110
TeMe, a TaKXKe HACKOIbKO YBEPEHHO BBICTYNAIONIMA WMH BIAJEET); BBIACPKAHHOCTH
periameHTa.

TecTHpoBaHMe — 3TO KOHTPOJIBHOE MEPOIIPUATHE 110 Y4eOHOMY MaTepuaiy, CoCTosIIee B
BBITTOJIHEHUH OOYYarOIIUMCSI CHCTEMBl CTaHAAPTU3MPOBAHHBIX 3aJaHUN, KOTOpAs IO3BOJISIET
aBTOMATH3UpPOBaTh MPOLEAYPY H3MEPEHUs YpOBHS 3HAHMH M yMEHUH oOydarouierocs.
TectupoBanue BKIIIOYaeT B ceOs ClEQyIOIIWE THUIMbl 3aJaHUl: 3aJaHUE C E€AUHCTBEHHBIM
BBIOOPOM OTBETa U3 MPEATIOKEHHBIX BApUAHTOB, 3aJ]aHKe HAa OMpPEEICHNEe BEPHBIX U HEBEPHBIX
CYXXJIGHU; 3aJlaHie C MHOKECTBEHHBIM BbIOOpOM oTBeTOB. KpuTepum ouenku: ot 90% no
100% mpaBMJIBHO BBINIOJHEHHBIX 3alaHuii — ommuHo; oT 70% nmo 89% mpaBuibHO
BBITIOJIHEHHBIX 3aJlaHuii - xoporno; oT 50% 1o 69% mnpaBHIIBHO BBIOJHEHHBIX 3aJlaHUM —
yaoBietBoputenbHo; oTr 0 1m0 49 % TmpaBWIBHO BBINOTHEHHBIX 33JaHU  — HE
Y0BJIETBOPUTEIILHO.

JK3aMeH — KOHTPOJIbHOE MEPOIPUATHE, KOTOPOE MPOBOAUTCS MO YUeOHOM TUCIUIUIMHE B
BUZE, NPEAYCMOTPEHHOM Y4YeOHBIM IUTAHOM, TO OKOHYaHWW W3y4YeHHs Kypca. 3aHsThe
ayJUTOpPHOE, TPOBOJUTCA B YCTHOM MM NHUCBMEHHOH (opme ¢ ucnosib3oBaHHeM (POHIOB
OIIGHOYHBIX CPEJICTB 110 YYCOHOH JAUCIUTLTHHE.

5.4. Tunoeévie KonmpobHble 3a0aHUA UWIU UHbBIE MAMEPUATbl, HE0OX00umble 014
OUEeHKU 3HAHUI, YMEHUll, HAGLIKOE U (U1u) Onvima OeamenbHOCmU, XapaKmepusyujux
Imansvl GoOpMUPOBAHUA KOMNEMEHYUTL 8 NPOUEcce 0C80EHUS 00PA308AMENbHOI NPOZPAMMDL

Texkywmas arrecranus:

Tembl 10KI2/10B /pedpepaToB:

1. Buasl nokymeHTanuu B pupme

2. YupenutenbHAs JOKYMEHTAIUS
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JlokyMeHTaIus 1o JUIEH3UPOBAHUIO U cepTUhUKALNN
JlokymMeHTanbHOE 0opMIIeHHE B3aMMOOTHOLICHUH
Oco0eHHOCTH yupeIuTeNbHON JOKYMEHTAIH
Buabl coOCTBEHHOCTH HA MPEATPUATHSIX
VYcraB u YupeauTenbHbIi JOrOBOP OpraHu3aiiu
JlokyMeHTaIusi, CBsi3aHHAs C MPABOM MPEANpPUATHS Ha OCYIIECTBICHHUS BHJA
JESITEIIbHOCTH
9. MHcropuueckue aceKThl JIUIEH3UPOBAHHS
10. Crangaprtuzaius, ee HOPMaTUBHO-TIPABOBbIE OCHOBBI
11. JloxymeHTanbHOE 0(hOpMIIEHHE B3aUMOOTHOILICHHUNA
12. lokyMeHTHPOBaHUE KAIPOBOU AEATEILHOCTH (PUPMBI
13. CocTaB 1OKyMEHTOB IO KaJpOBOU JAEATEIbHOCTH
14. JToJoKHOCTHBIE HHCTPYKIIUH
15. KBanuukanmonnsie TpeOOBaHMS, IPEIBSBIIIEMbIEC K MEHEIKEPY
16. OOuue BOonpockl BEACHUS OYXTaITEPCKOTO ydeTa (GUPMbI
17. O6mas u ynpoieHHast GopMbI OyXranTepcKoro y4era Ha MpeapusTHH
18. JlokyMeHTBI CTPOTrOif OTYETHOCTH.
19. HanorooGnoxxenue
20. IlnanupoBaHue AEATENHLHOCTH (PUPMBI
21. busnec-mnan Gupmbl

©NDUA W

TecTtupoBanue no yueoHoi nucuniinie «OCHOBBI 1eJI0NPOU3BOACTBA

IIpumepnvie 3a0anus

HHcmpyKuwl: BHUMATCIBbHO HpO‘II/ITﬂﬁTC 3aJaHusd, BbI6epI/ITC OAWH HJIU HECKOJIIBKO
BapMaHTOB, OTMEThTE B OJIaHKE OTBETOB.

Bomnpoc 1. ABTOp 10KyMeHTa — 3TO:

A. pusznueckoe WK IPUIUUECKOE JIUL0, CO3/IaBLIEE JOKYMEHT;
b. oripaBuTens;

B. nonyyarens.

Bomnpoc 2. Axgpecant — 310!

A. pusnueckoe WK IOPUIUYECKOE JIULI0, CO3/1aBlIeE JOKYMEHT;
b. otipaBuTens;

B. nonyyarens.

Bomnpoc 3. Aapecar — 370!

A. pusnueckoe WK IOPUIHMUECKOE JIUL0, CO3/1aBLIee JOKYMEHT;
b. oripaBuTens;

B. nonyyarens.

Bompoc 4. AKKpeIuTHB — 3TO:

A. TOKYMEHT, COJIEpKaIllUi pacHoOpsHKEHUE OJHOTO KPEIUTHOTO YUPEKICHUS APYTOMY
KPEIUTHOMY YUPEKIEHUIO O BBIIUIATE JACPIKATEII0 YKA3aHHOW B HEM CYMMBI;

b. 1OKyMeHT, COCTaBIIEHHBIN HECKOJIBKUMM JIMIIAMU U MMOTBEPKIAF0ITUN
YCTaHOBJICHHBIE (PaKThI U COOBITHUS;

B. oTpacnp nesrensHOCTH, 0OeCTIeUrBaIOIIas OPraHU3aIUuI0 XPAHEHHS U UCTIOIb30BaHUS
ApXUBHBIX JOKYMEHTOB.

Bonpoc 5. ApxuBHoe z1e110 — 3T0:
A. IOKYMEHT, COAEpKAIUN PACIOPSIKEHUE OAHOTO KPEIUTHOTO YUPEKIACHUS JPYTrOMY
KPEIUTHOMY YUPEKACHUIO O BBIIJIATE ACPIKATEIN0 YKa3aHHON B HEM CYMMBI;

13



b. 1OKyMeHT, COCTaBIEHHBIN HECKOJIBKUMM JIMIIAMU U MOTBEPKIA0ITUN
YCTaHOBJICHHBIE (DaKThI N COOBITHUS;

B. oTpacinp nesarensHOCTH, 00eCTIeYrBalOIIas OPraHu3aIuio0 XPAaHSHHUS U UCTIOIb30BaHUS
ApPXUBHBIX JOKYMEHTOB.

Bomnpoc 6. Akt — 310!

A. TOKyMEHT, COIep KAl PacOPSHKEHNE OHOTO KPEAUTHOTO YUPEKICHHS APYTOMY
KPEIUTHOMY YUPEKACHUIO O BBIIJIATE ACPIKATEIN0 YKA3aHHON B HEM CYMMBI;

b. okyMeHT, cocTaBICHHBIH HECKOJILKUMH JINIIAMU M ITOTBEPKAAIOIINI
yCTaHOBJICHHBIE (DAKTHI MK COOBITHUS;

B. oTpacnb nesirenbHOCTH, 0OecTieunBarONast OpraHU3alnIo XPaHEHNS H UCTIONb30BAHUS
ApXUBHBIX JJOKYMEHTOB.

Bonpoc 7. ApxuBHBII (OHA — 3TO:

A. opraHu3zaiys Wi €€ CTPYKTypHOE IoipasielieHre, OCYIIECTBIIAIONIee IPUEM U
XpaHEHHUE TOKYMEHTOB C LEJIbI0 UCTIOIb30BAHMUS;

b. nokyMeHT, coxpaHsieMblil U MOJIekKAIIUNA COXPAHEHUIO B CUJTY €r0 3HAYMMOCTH IS
00I1IeCTBa WJIM UMEIOIIUN [IEHHOCTD IJISI COOCTBEHHUKA;

B. COBOKYIHOCTb apXMBHBIX JOKYMEHTOB UCTOPHUECKU U (MIIM) TIOTUYECKH CBSI3aHHBIX
JIPYT C IPYTOM.

Bomnpoc 8. Apxus — 370!

A. opranuzanus Uiy ee CTPyKTypHOE MOpa3aeieHue, OCYIIECTBISIONIee IPUeM U
XpaHEHHUE TOKYMEHTOB C LEJIbI0 UCTIOIb30BAHMUS;

b. nokyMeHT, coxpaHsieMbliil UITH MOAJIeKAIIUNA COXPAHEHUIO B CUITY €r0 3HAYMMOCTH /ISt
00I1IeCTBa WJIM UMEIOIINN [IEHHOCTD 11 COOCTBEHHUKA;

B. COBOKYIHOCTb apXMBHBIX JOKYMEHTOB UCTOPHUECKU U (MIIN) TIOTUYECKH CBSI3aHHBIX

JIPYT C IPYTOM.

Bompoc 9. ApXuBHbBIIl TOKyMEHT — 3TO:

A. opraHu3zanus WM €€ CTPYKTypHOE NoIpa3/ieJIeHUue, OCYLIECTBIISIONIEE TPUEM U
XpaHEHHUE TOKYMEHTOB C IEJIbI0 UCTIOIb30BAHMUS;

b. moKyMeHT, coxpaHsieMblil WM MOUIeKALIUNA COXPAHEHUIO B CHIIy €r0 3HAYMMOCTH JJIs
00I1IeCTBa WJIM UMEIONINN [IEHHOCTD JISI COOCTBEHHUKA,

B. COBOKYITHOCTb apXMBHBIX JOKYMEHTOB UCTOPHUECKU U (MITH) TIOTUYECKH CBSI3aHHBIX

JIPYT C IPYTOM.

Bompoc 10. Brank nokymeHTa — 310:

A. HaOOp PEeKBU3UTOB, UIECHTU(HUIHMPYIOMINX aBTOPaA OPHUINAIEHOTO MMCHbMEHHOTO
JOKYMEHTA;

b. nepedyenp kakux-mu00 JaHHBIX (CBEACHUIT), PACIIOIOKEHHBIX B ONPEICIICHHOM
nopsike (TaTexxHasi, 000poTHas U T.J).

B. nprHaane:)KHOCTh TUCEMEHHOTO JIOKYMEHTa K CUCTEME JOKYMEHTALIMH 110 IPU3HAKaM
COJIepKaHUS U 1IEJICBOT0 Ha3HAUCHMS.

Bompoc 11. Bug nucbkMeHHOTO JOKYMEHTA — JTO:

A. HabOp PEKBU3UTOB, UACHTU(PUIUPYIOMIUX aBTOPA OPUIIUATHHOTO TUCEMEHHOTO
JIOKYMEHTA;

b. nepeueHp Kakux-1u00 JaHHBIX (CBEICHHI), PACTIONOKEHHBIX B ONIPEICICHHOM
nopsiake (TaTexxHasi, 000poTHas U T.J).

B. mpuHAa1€XHOCTh MUCEMEHHOTO IOKYMEHTA K CUCTEME IOKYMEHTAIIUU 110 MTPU3HAKAM
COJIEpKaHUS U 1IeJICBOTO HA3HAYCHMSI.
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Bomnpoc 12. BenomocTs — 3T0:

A. HabOp PEKBU3HUTOB, HACHTUDHIMPYIOIINX aBTOPa OPHIUATBHOIO MMCBMEHHOTO
JOKYMEHTA;

b. nepeyeHp KakuX-1M00 JaHHBIX (CBEACHHI), PACIIOI0KEHHBIX B OIPEICIICHHOM
nopsiake (TUiaTexHas, 000poTHast U T.1).

B. MNPUHAAJIC)KHOCTE IMCBMEHHOI'O JOKYMEHTA K CUCTEME JOKYMCHTAIIUU I10 ITPU3HAKaM

COACPIKaHUA U LECJICBOI'O HA3HAYCHUS.

Bonpoc 13. Bxoasuuii JOKyMeHT — 3TO:

A. PEKBU3UT JOKYMCHTA, BBIpa)KaIOH_II/Iﬁ corjiaCue Ui HeCcorjiacue AOJDKHOCTHOTO JInIa

C COZIEpKAHUEM JIOKYMEHTA;
b. 1oKyMeHT, moCTynuBIINK B OpraHU3aIHIo;
B. xonus yacTu TEKCTOBOTO IOKYMEHTA.

Bonpoc 14. Beinucka U3 10KyMeHTa — 3TO:

A. PEKBU3UT JOKYMCHTA, BBIpa)KaIOH_II/Iﬁ corjiacuc njin HECorjaCcuc A0JI2KHOCTHOI'O JHula

C COJIEpKAaHUEM JIOKYMEHTA;
b. 1oKyMeHT, mOCTYyNnUBIINK B OpraHU3aIIHIO;
B. xonus 4acTu TEKCTOBOTO TIOKYMEHTA.

Bompoc 15. Buza opuiuansHOro 10KyMeHTa — 3T0:

A. PEKBU3UT JOKYMCHTA, BBIpa)KaIOH_II/Iﬁ corjiaCuc njin HECorjiaCcuc J0JI2KHOCTHOI'O JIHula

C COJIEpKAaHUEM JIOKYMEHTA;
b. 1oKyMeHT, mOCTyNnUBIINK B OpraHU3aIIHIO;
B. xonus 4acTu TEKCTOBOTO TIOKYMEHTA.

Bomnpoc 16. I'apanTriiHO€ TUCHMO — 3TO:

A. pEeKBU3HUT, yKa3bIBAIOIUI Ha 0COOBIN XapakTep cofep kaHus OQUIUaILHOTO
JOKYMEHTAa;

b. nuceMo, mpeacTapistoniee coooi rapaHTHITHOE 0053aTeIbCTBO;

B. moxymenT, conepxkainii 00s3aTeNbHbIE K UCIIOJTHEHUIO YKA3aHUS BBIIIECTOSITUX
OpraHoB.

Bonpoc 17. JIupeKTUBHBINH JOKYMEHT — 3TO:

A. PEeKBHM3UT, YKa3bIBAIOIINI Ha OCOOBIN XapaKTep CoAepKaHus O0(QUIIMATIEHOTO
JIOKYMEHTa;

b. nuceMmo, npencrasistomniee co0oil rapaHTUHOE 00513aTENbCTBO;

B. noxymeHT, coneprkaiunii o0s13aTeIbHbIE K MCIIOJTHEHUIO YKa3aHHSI BBIILIECTOSIINX
OpPTraHoB.

Bompoc 18. I'pud — s7o0:

A. pEKBU3HT, YKa3bIBAIOIIUN Ha OCOOBII XapakTep cojepKaHus OQUITHATLHOTO
JIOKYMEHTA;

b. mrceMo, ipeacTaBistoniee cCo00i rapaHTHIHOE 00s13aTeIbCTBO;

B. moxymenT, conepkarmuii 00s3aTebHBIE K UCTIOTHEHUIO YKA3aHUS BBIIIECTOSAINX
OpraHoB.

Ilepeuenv 6onpocos 01 npomedcymounol ammecmayuu Ha Ik3amene (8 cemecTp):

1. UcTopust pa3BUTHS CUCTEMBI TOCYAapCTBEHHOTO JIEIONPOU3BOJICTBA.
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2. HopmaTuBHO-MeTOmMUeckast 0a3a JIeJIOMPOU3BOJICTBA (3aKOHOATENbHBIE akThl PD B
cdepe nHGOpMAIUHN U JOKYMEHTAIINHN).

3. HOpMaTI/IBHO-MeTOI[I/I‘-IeCKI/Ie I[OKYMCHTBI 110 I[GJIOHpOI/I3BOI[CTBy 148 OpI‘aHI/ISaI_II/II/I
ApPXUBHOTO XPaHEHUS IOKYMEHTOB.

4. Knaccudukanus, yHupUKaus ¥ CTAaHIAPTU3ALMS B JISTONPOHU3BOJICTBE.

5. PexBusuThl okymeHTOB. [IpaBmiia oopmiteHHs] peKBU3UTOB IOKYMEHTOB.

6. TpeboBanus Kk 0HOPMIICHUIO PEKBU3UTOB, ONPEACISIONINX ABIKEHUE U OTPAXKAIOIIUX
00pabOTKy M UCTIOTHEHUE TOKYMEHTA.

7. TabGenb yHUDUIIMPOBAHHBIX (OPM YUPEKACHUS, IPEITPUATHSI.

8. Opranuzanus 10KyMEHTOOOOpOTa B OpraHax IroCyJapCTBEHHOM BJIACTH U MECTHOIO
CaMOyTIpaBIICHUSL.

9. HomeHnkumarypa ien npeanpusTusl.

10. ®opmupoBaHue sei.

11. Ilepenaua u xpaHeHHe JOKYMEHTOB B BEJOMCTBEHHBIX apXUBaX.

12. OcoOeHHOCTH XpaHEHHS MIEKTPOHHBIX TOKYMEHTOB.

13. Cucrema 1OKyMEHTaLIUU.

14. Cuctema OpraHu3aliOHHO — MPABOBOM JOKYMEHTAIIMH.

15. Cuctema pacropsiANTEIIbHONW JOKYMEHTAIUH.

16. Cucrtema cripaBo4HO — aHAJIUTUYECKON JOKYMEHTALUH.

17. Cucrema cripaBouHO — UH(OPMALIMOHHOMN JTOKYMEHTALIUH.

18. OtueTHas nokymeHTauus. Busael oTueTos.

19. JlokyMeHTHpOBaHUE TPYIOBBIX PABOOTHOIIECHUH.

20. YHu¢unupoBaHHas CUCTEMA JOKYMEHTAIUH.

21. Jlenonpous3BoACTBO MO YCTHOMY U TUCBbMEHHOMY OOpaIlleHUIO TPakIaH.

22. JlokyMeHTO000pOT. Ero OCHOBHBIE 3TaIbI.

23. SI3BIK M CTWIIb TOKyMEHTa. TUIMYHBIC COKPAIICHHUS, UCTIONb3YEMbIE B CO/ICPKaHUH
yIpaBIEHYECKUX IOKYMEHTOB (JIeKCH4ecKue, rpaduyeckue).

24. KoHTpOJIb NCIIOJIHEHUS TOKYMEHTOB.

25. CucremaTu3anus U obecredeHrue COXpaHHOCTHU JTOKYMEHTHON HH(pOpMaIUH.

26. Cucrema aBTOMaTU3aLMU JIEIONPOU3BOJICTBA U IOKYyMEHTO000pOTA.

27. IlonsTue, NpeMMyIIECTBa U HETOCTATKU 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

28. CoBpeMeHHOE Aen0Boe MUcbMo. TpeboBaHMs K 0(OPMIICHHIO JI€I0BOTO MUChMA.

29. Crpykrypa UH(POPMALMOHHBIX TEXHOJOTMH oOecredeHus yIpaBIeHYECKOH
NeSITETTHHOCTH.

30. Cexpetapb yupexaenus. CiyxeOHbie QyHKIIH.

31. Jlenosble Oecenpl u coBenianusi. OCHOBHBIE TPeOOBaHUS K UX MTPOBEJIEHUIO.

5.5. Memoouueckue mamepuanvi, onpedensouiue npouedypvl OUEeHUSGAHUA 3HAHUIL,
YMeHUll, HAaGblKoé U (unu) Oonvima OeAMenNbHOCMU, XAPAKMEPUIYIOWUX IMAansl
dopmuposanus komnemenyuii

OtBeThl OOywaromierocss Ha JK3aMeHe OICHUBAIOTCA KaXIbIM MeJaroruyecKuM
PabOTHUKOM O 5-0armIbHOM mIKae.

Kpumepuu oyenxu omeema na 6onpocwi meopemuueckoeo 0610Ka.:

«5» — oOyuarommiicsi TJIIyOOKO W TIPOYHO OCBOWJI TPOTPAMMHBIA MaTepual,
MCYEPIBIBAIOIE, TOCIEI0BATENbHO, TPAMOTHO W JIOTHUECKH CTPOHHO €ro M3jaraer, TEeCHO
yBS3BIBAET C 3aJadyaMu U Oyaymied JesTeNbHOCThIO, HE 3aTpyJHSETCS C OTBETOM Ipu
BUJIOM3MEHEHHUH 3a/IaHus, CBOOOJHO CHpPAaBISETCS C 3aJadyaMd U MPAKTHUYECKUMHU 3aJIaHUSIMHU,
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MPaBUJIBHO OOOCHOBBIBAET MPHUHSTHIC PELIEHUS, YMEET CAMOCTOATENbHO 0000IIaTh U U3JaraTh
MaTepHal, He JI0MycKasl OUIHO0K;

«4» - oOyuaronuiicst TBepAO 3HAET MPOTrPAMMHBIN MaTepHall, TPaMOTHO U MO CYIIECTBY
U3JIaraeT €ro, He JIOMYCKas CyIIECTBEHHBIX HETOYHOCTEN B OTBETE HA BOIPOC, MOXKET IIPABUIIBHO
PUMEHSTh TEOPETUYECKUE MOJOKEHHS U BlIaieeT HEOOXOAUMBIMU YMEHHUSIMU U HaBBIKaMU TIPH
BBIIIOJTHEHUH MTPAKTUYECKUX 3aJaHUI;

«3» - oOyyaromuiics OCBOWJI OCHOBHOM MaTepual, HO HE 3HAaeT OTAEIbHBIX JeTajeil,
JIOMyCKaeT  HETOYHOCTH,  HEAOCTaTOYHO  TpPaBWIbHbIE  (OPMYJIHMPOBKH,  HapylIiaer
MOCIIEA0BATEIbHOCTh B M3JI0KEHUH MPOTPAMMHOIO MaTepuaia U UCHBITHIBACT 3aTPyIHEHUS B
BBITNIOJTHEHUH NTPAKTUYECKUX 3aJaHUM;

«2» - oOyuarouuiicss He 3HaeT 3HAYMTENIBHOM YacTH NPOrpaMMHOrO Marepuana,
JIOITyCKAeT CYIIECTBEHHBIC OIIMOKH, ¢ OOJBIIMMH 3aTPyIHEHHSIMH BBIMOIHIET MPAKTUYECKHUE
3aaHus, 3a1a4u.

6. IlepeyeHb OCHOBHOM U JOMOJHUTEIbLHOM Y4eOHOM JTUTEPATYPHI IJISI 0CBOEHMSI
yueOHOM TUCUMILINHBI

6.1. Ocnosenasn rumepamypa.

1. Kysnenos, U. H. [lenonpousBoactso : yuedHoe nocodbue : [16+] / U. H. Ky3nenos. —
13-e m3a. — Mocksa : [amkoB u K°, 2024. — 406 c. — Pexxum goctyna: mo noamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=711135

6.2. JlomostHMTEIbHAS JIUTEPATYypPa

1. PribakoB, A.E. OcHOBBI jgenonpon3BojcTBa : yueOnuk : [12+] / A.E. PribakoB. — 3-¢
u3l., uctp. — Munck : PUIIO, 2016. — 320 c. — Pexxum nmoctyma: mo moxmucke. — URL:
http://biblioclub.ru/index.php?page=book&id=463666

7. IlepeyeHb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«HTepHET», COBpeMeHHBbIE NPodeccHoHaIbHBIE 0a3bl JAHHBIX U HHGOPMAIIMOHHbIE
CHCTEeMbI, HeOOX0UMbI€ [IJIs1 OCBOCHHUSI YUeOHO# U CIMIITHHBI

1. http://mon.gov.ru — caiir Muno6pHayku P®

2. http://www.edu.ru/ — Oubmuorexka (deaepanpHoro moptana  «Poccuiickoe
oOpa3oBaHue» (COAEPKUT KATANOT CCUIOK Ha HHTEPHET-PECYPCHI, IEKTPOHHBIC OUOIHOTEKH 110
Pa3IUYHBIM BOIpocaM 00pa3oBaHUs)

3. http://www.prlib.ru — TTpe3unentckas OubaroTEKA

4. http://lwww.rusneb.ru — HaronanbHast 3neKTpoHHast OnOIHOTEeKA

5. http://elibrary.rsl.ru/ — caiit Poccuiickoii rocyaapcTBeHHOW OHOIMOTEKH (paszier
«OneKTpoHHast OMOINOTEKAY)

6. http://elibrary.ru — nayunas snexkrponnas 6ubnanoreka «Elibrary»

7. http://lib.icone.ru - DnekrporHo-6ubMoreunas cuctema AHO BO «UHcTHTYT
HETIPEPHIBHOTO 00pa30BaHUs»

8. https://uisrussia.msu.ru yausepcurerckas naHpopmanuonHas cucrema POCCUS (YUC

POCCH)

9. http://biblioclub.ru 5C YuuBepcuterckas Oudmorexa

8. Mertoanyeckne ykazaHusi I O0y4alOUIUXCA MO OCBOCHHIO Y4eOHOH
AUCHHUILINHBI

OcBoenue oOyuaromumcss y4eOHOM AUCHUIUIMHBL «OCHOBBI 1€J0NPOU3BOACTBA
IpearoyiaracT M3y4eHHE MAaTepuaioB TUCLUIUIMHBI HAa AyJWTOPHBIX 3aHATUSAX U B XOJE
CaMOCTOSITENIbHOM paboThl. AyJIUTOPHBIE 3aHATUS MPOXOIAT B (hopMe JEKUUH U MPAKTHYECKUX
3aHaTuil. CamocrosTenbHas paboTa BKIIOYAET pa3HOOOPa3HbIA KOMILIEKC BUIOB M (hOpM pabOThI
oOydJaronuxcs.
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Jljis yCHemHoro ocBOeHUsl y4eOHOW TUCIUIUIMHBI U TOCTHKEHUS MTOCTAaBICHHBIX Iiesiel
HEOOXOMMO BHHMMATEIIbHO O3HAKOMHTBCS HAcTOsIIed paboyeil mporpamMmbl  y4eOHOM
TUCHUILIMHBL. Ee MOXeT npecTaBUTh MpenoiaBaTeiib Ha BBOJHOM JIEKIUU WIH CAMOCTOSITEIIBHO
oOyJaromuiicst ucnonb3yet nHpopmanuo Ha opurnransHoMm MHaTepHeT-calite MHCcTHTYTA.

CrnenyeTr 0OpaTUTh BHUMaHHE Ha CIUCOK OCHOBHOMW M JIOTIOJIHUTEIBHON JINTEPATYphI, HA
npejyiaraéMble  IPerojiaBaTesieM pecypchl HH()OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHONW —CEeTH
HuTepuer. Ota undopmarust Heo6XoauMa JJIsi CaMOCTOSITeNIbHOM paboThl 00y4aroIIerocs.

[Tpu mOAroTOBKE K ayJUTOPHBIM 3aHATUAM HEOOXOAMMO MOMHUTH OCOOEHHOCTH KaXI0i
(dbopMBI ero MpoBeICHUSI.

Lloo2omoska Kk yueOHoMy 3aHAMUIO JIeKYUOHHO20 MUNna 3aKI0YaeTCs B CIEIYIOIIEM.

C wnenpio obecrieyeHHs] YCIEUIHOrOo OOy4YeHHs] OOydaroluicsl IOHKEH TOTOBUTHCSA K
JIeKIMH, TOCKOJBbKY OHa SBJISIETCS BaKHEWIIed (GopMoil opraHmsanuu y4deOHOTro mporiecca,
MOCKOJIBKY:

- 3HAKOMHUT C HOBBIM Y4EOHBIM MaTepHAIIOM;

- pa3bsCHAET y4eOHBIC JIEMEHTBI, TPYIHBIC ISl IOHUMAaHUS;

- CHCTEMaTH3UPYyeT y4eOHBI MaTepHal;

— OPUEHTHPYET B y4eOHOM IIpoliecce.

C 3TO0i1 enpIo:

— BHHUMATEJIbHO MIPOYUTANTE MaTepHall IPEIbIIyIIen JTeKI1H;

— 03HAKOMBTECh C YUEOHBIM MaTepUaIOM IO YYEOHHKY M Y4eOHBIM MOCOOHUSM C
TEMOW MPOYUTAHHOM JICKIIHH;

- BHECHTE JIOTIOJHEHHUS K TOJTYYCHHBIM paHee 3HAHUSAM 10 TeMe JICKIIMU Ha IMOJISAX
JIEKIIMOHHOM TETPAIH;

- 3aMUIIATE BO3MOXHBIE BOTPOCHI, KOTOPBIE BB 333 UTE JIEKTOPY Ha JEKIHH IO
MaTepuaty U3y4eHHOH JICKIIHH;

— nocrapaiTech ysICHUTh MECTO U3y4aeMOW TEMBI B CBOEH MOJATOTOBKE;

— y3HalTe TeMy MPeACTOsIIEH JeKIUH (10 TEeMaTHYECKOMY IIJIaHy, 0 HHPOpMAIUH
JIEKTOPA) ¥ 3alUIIATe HHOOPMAIIIIO, KOTOPOH BBI BIIAJIEETE 110 JAaHHOMY BOIIPOCY

Iloo2omogKka Kk npaKxmu4ecKomy 3aHAmuio
IIpy mnoOAroToBKE K MPaKTHUECKOMY 3aHATHIO CleqyeT oOpaTuTh BHUMaHHME Ha
CIIEyIOIIMEe MOMEHTBI: Ha TMPOILECC MpPEeIBAPUTENIbHON MOJATOTOBKM, Ha pPabOTy BO BpeMs
3aHATHUS, 00pabOTKY MOJTYUYEHHBIX pe3yJIbTaTOB, UCIIPABICHNUE MOTYUYEHHBIX 3aMEUaHHH.
IIpedsapumenvHas no020moeka K npaKmuyeckomy 3aHAmuio 3aKII0YaeTcsd B U3y4YEHUH
TEOPETUYECKOr0 MaTepHala B OTBEJACHHOE JUIsl CAMOCTOSITEIbHON pabOThl BpeMsl, 03HAKOMJICHHE
C MHCTPYKTUBHBIMU MaTE€pPHAIIAMH C LIEJIBIO OCO3HAHMS 3a7a4 IPAKTUYECKOTO 3aHATHS.
Paboma 6o epema nposedenus npakmuueckozo 3aHAMuUSA BKIIOYAET HECKOJIBKO
MOMEHTOB:
— KOHCYJIbTHUPOBAaHUE CTYACHTOB IIPENOJABATENAMU C LEJIBK IPEJOCTABICHUS
ucuepnbiBarolell  MHPOpPMALUMK, HEOOXOJUMON A CaMOCTOSITENBHOTO
BBIIIOJIHEHUSI NPEIJIOKEHHBIX IMpENojaBareiaeM  3a1ad, O3HaKOMJIEHHE C
MpaBUJIAMU TEXHUKHU 0€30MacHOCTHU MU paboTe B ay TUTOPUH;
— CaMOCTOSITENIbHOE BBIMOJIHEHUE 3a/laHUil COrJlacHO OO0O3HAYEHHOM Yy4eOHOM
MIPOrpaMMOM TEMaTHKH.

CamocrosiTeibHAsA padoTa.

Jns Gosiee yrimyONEHHOrO HW3y4YeHHs] TEMbl 3aJaHusl IS CaMOCTOSITEIbHOM paboThI
PEKOMEHAYCTCA BBIIIOJHATh MapauICIbHO € H3YUYCHUEM )I&HHOfI TEMBI. HpI/I BBIITOJIHEHUHN
3a/laHuil 110 BO3MOXKHOCTM MHCIIOJIb3YWTE HAIVSIIHOE IMIPEACTaBIeHHE MaTepuana. boiee
nosipoOHasi MH(OpMalMsg O CaMOCTOSITENbHOM padoTe MpeiacTaBieHa B pasfenax «YueOHo-
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METOJMYECKOEe OO0EeCleueHne CaMOCTOSATEIbHONM pPaboThl MO AWCIHHUIUIMHE (MOIYIIO)»,
«Mertoanueckre yka3zaHusi K CAaMOCTOSTENIbHON pa0boTe MO JUCIHUILTHHE (MOIYITIO)).
lloo2omoska k sK3ameHy.

K sx3aMeny HEOOXOMMO TOTOBHTCS LIETICHAMPABICHHO, PETYJISIPHO, CUCTEMATUYECKHU U C
NEPBBIX JTHEH 00yUeHus 0 JaHHOW AUCLUILIHHE.

[Tpu moAroTOBKE K PK3aMEHY OOpaTUTe BHUMAaHUE HAa MPAKTUYECKHUE 33JaHUs Ha OCHOBE
TEOPETUYECKOro MaTepuarna.

[Ipy moaroToBKe K OTBETY Ha BONPOCHI dK3aMEHA IO TEOPETUYCCKOW YacTH ydeOHOU
TUCIHUIUIMHBL ~ BBIACTUTE B  BONPOCE TIJIaBHOE, CYLIECTBEHHOE (MOHSATHS, MPU3HAKHU,
KIJIaCCHU(UKALIUU U TIP.), TPUBEAUTE TPUMEPHI, HILTFOCTPUPYIOIINE TEOPETHUSCKUE TTOJIOKEHUSI.

[Tocne mpenioxkeHHBIX YKa3aHUM y oOydaromuxcsl TOJDKHO cHOpMHpPOBATHCS UYETKOE
npecTaBiIeHne 00 00beMe U XapaKkTepe 3HAHWA U YMEHUN, KOTOPBIMH Ha/I0 OyJIeT OBIAJIETh 110
JTUCIUILINHE.

9. [IporpammHoe obecnieyeHre HH(POPMANMOHHO-KOMMYHUKAINMOHHBIX TEXHOJIOTHii

9.1. Hugpopmayuonnsie mexunonozuu

1. IlepcoHanbHble KOMIIBIOTEPHI;
2. Jloctyn K MHTEpHET

3. Tlpoexkrop.

4, Cucrema VOTUM

9.2. IIpocpammnoe obecneuenue

1. Windows 7

2. LibreOffice Writer,

3. LibreOffice Calc,

4. LibreOffice

5. Impress

6. ZOOM (OTKpBITBIN JOCTYI)

7. «Ckaiimn» (OTKPBITHINA JOCTYI)

9.3. Hnghopmayuonnwvie cnpasounsie cucmemol
1. VYuuBepcuterckas unpopmaironnas cuctema POCCUS - http://www.cir.ru/
2. Tapant
10. Iepeyens MaTepHATbHO-TEXHUYECKOT0 00ecnedeHus ,He00X0IUMOro A5l
peajiM3aluu NPOrpaMMbl M0 y4eOHO# JHCIHUIIJIMHE.
1. YuebHbIe ayTMTOpHH AJIsl TIPOBEICHHS 3aHATHH JIEKITMOHHOTO THIIA, TIPAKTHIECKUX

SaHHTHf/JI, IpYHIOBBIX U MHAWBUYAJIbHBIX KOHCyJ’[BTaHI/II\/'I, TCKYIIECTO KOHTPOJIA U
HpOMe)KYTOqHOﬁ aTTcCTalluu.

2. IloMemieHus Al CaMOCTOATEIbHOM pa6OTBI CTYACHTOB, OCHAIIICHHBIC KOMHLIOTGpHOI’I
TEXHHUKOM ¢ BOBMOKHOCTBIO IIOJKIIOUECHHUS K CETH «I/IHTepHeT» 1 00eCIIeueHHEM AOCTyIIa B
SJICKTPOHHYIO I/IH(I)OpMaI_II/IOHHO'06p330BaTeJ'IBHy1-O cpeay MHCTUTYTA.

11. Odopa3oBaTebHbIe TEXHOJIOTUH

[Ipu peanuzaruu yueOHON mUCIUIUIMHBI «OCHOBBI 1€J0NPOU3BOACTBA) MTPUMEHSIIOTCS
pasnn4Hble 00pa3oBaTeIbHbIE TEXHOIOTHH.

OcBoenue yudeOHOW AUCHMILUTUHBI «OCHOBBI [1€JONPOM3BOACTBA» IPEAyCMaTPUBAET
UCIIOJIb30BaHUE B YUeOHOM Ipoliecce aKTUBHBIX (hOpM MPOBEACHUS YUEOHBIX 3aHATUH B opme,
pa300p KOHKPETHBIX CUTYAIIMI M MPAaKTHYECKUX 3a7a9 B COYETAaHUU C BHEAYAUTOPHOM paboTOM ¢
1eNbI0 (POPMUPOBAHUS U Pa3BUTHS MPO(HECCHOHATBHBIX HABBIKOB 00YYaIOIIMXCS.
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