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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

YK-6 CriocobeH ympaBisiTh CBOMM BPEMEHEM, BHICTPAUBATh M PEATM30BBIBATH TPACKTOPUIO CAMOPA3BUTHS
Ha OCHOBE PUHLIUIIOB 00pa30BaHUs B TEUEHUE BCEH KU3HU

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax
OCBOEHUS JUCLUIIINHBI:

- HAy4YHO-UCCJIEA0BATEIbCKHI

- MPOEKTHBIN

1.3 JlucuuriinHa OpUEHTHPOBAHA HAa MOATOTOBKY OOydYaroUIMXCs K MPO(ecCHOHAIbHOM AEATEIbHOCTH B
chepax: 01 Ob6pa3oBanue u Hayka (B cepax: oOpazoBaHMS; HAyUHBIX HCCICIOBAHUI >KUBOW MPUPOJBLI,
HAy4YHBIX HMCCJIEJOBAaHUI C MCIOJB30BAaHHEM OHMOJIOTMYECKHX CHCTEM B XO3SWCTBEHHBIX M METUIIMHCKUX
LEJISAX, B IEJSX OXpaHbl Mpuposl), 13 Cenbckoe X035UCTBO (B cdepax: MoyueHUs] HOBBIX COPTOB U TIOPOJ
B PAcTEHUEBOACTBE U IHKMBOTHOBOJICTBE; OOECIEUEHHS] HSKOJOTHUECKOW Oe30MacHOCTH MPOIYKTOB
CEJIbCKOXO35IICTBEHHOTO TpoM3BoAcTBa), 14 JlecHoe Xx03siicTBO, 0X0Ta (B cepax: UCCIECAOBAHUS JIECHBIX
HKOCUCTEM; YIPaBJICHUS JECHBIMH Ouopecypcamu), 15 PrIO0BOACTBO M pBIOOIOBCTBO (B cepax: OLEHKU
COCTOSIHUS M ITPOYKTUBHOCTH BOJHBIX SKOCHUCTEM; YIPABICHHUS BOAHBIMU OHOpECypcamMu)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH
npodeccroHaTbHBIC
JercTBUs (IPU HATTUYIAN
npodcrangapra)

Konx n HammeHoBaHme
xommnereniuu ®I'OC BO,
HEOOXOIUMOM 1151
(hopMHUpPOBaHUs TPYIAOBOTO
WIH TIPO(heCCHOHATBLHOTO
JIeHCTBHS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

YK-6 CnocobeH ynpasisith
CBOUM BpEMEHEM,
BBICTpPanBaTh U
pean30BBIBaTh
TPaEeKTOPHIO CaMOPa3BUTHS
Ha OCHOBE IIPUHIIMIIOB
00pa3oBaHus B TEUCHHUE
BCEH XKU3HU

[IpoekTupyeT TpaeKTOpUIO CBOEro NpodecCHOHAIBHOTO
pocTa M JIMYHOCTHOTO pa3BUTHUS, pacUIMpsSeT CBOH

npodeCcCHOHANBHBI  Kpyrozop:  OpuoOpeTaer U
UCTIONIb3yeT Ha TpakTHKe Oa30BbIe 3HAHUS, YMEHUS U
HaBBIKM W3 Pa3IUuHBIX cdep MnpodecCHoHaTbHON

ACATCIIBHOCTU, B TOM YHCJIC OpraHu3alun pa60TBI C
AOKYMCHTaMHU

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBsI3eH JAWUCIIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

VYK-6 CrnocobGeH ymnpaBiiTh CBOUM BpEMEHEM,
TPAEKTOPHUIO CAMOPA3BUTHS HA OCHOBE IPUHIIMIIOB 00PAa30BaHUs B TEUCHUE BCEH KU3HU

BBICTpauBaTb U PCaIM30BbIBATH

Ne HanmenoBanwme ®dopma oOydeHus
/1 JIACLIVIUINH,
Ounag
OTIPEIICIISTFOTITIX
(cemecTp)
MEKTUCITUTUTHHAPHEIE TT5 T3 als el
CBSA3H
1 |AnmanTuBHas +

(husnueckas KyasTypa
B
CaHaTOPHO-KYypOPTHOI
CUCTEME

2 |AmantuBHasg
(husnueckas KyasTypa
B CHICTEME
3PaBOOXPAHCHHUS




AnantuBHag
(husHnueckas KyapTypa
B CUCTEME
o0Opa3oBaHUS

AHaIuTHYECKOE
YTEeHUE

busnec-nianupoBanu
e B At HBeCT

Buonorus pa3BUTUA
YCJIOBCKA B HOpMEC U
maToJIOrun

bpennunr

Bsenenue B
3BYKOPEKUCCYPY

Bgenenue B
MPOCKTHYIO
JIeITETLHOCTD

10

Bgenenue B
TICUXOJIOTHIO
KPU3UCHBIX
COCTOSIHUH U
OTKJIOHSIOIIETOCS
MMOBEICHUS

11

Buasl, meTonn u
TEXHOJIOTUH B
npodaitnmare

12

Boskarckuit
MIPAKTUKYM

13

Boccranosnenue
HUCTOPUH CEMBH T10
OTKPBITHIM
HH(POPMAITHOHHBIM
0a3aM JaHHBIX

14

T'eneTnka u reHOMHKa
MOMYJISIITUI

15

T'eneTnka gyenoBeka

16

T'eononutuka u
MOJUTHYECKAS
reorpadus

17

JBurarenbHbIN
pexuM (UHCTPYKTOP
o puzmdeckoit

KYyJIBTYpe)

18

I[CBaHLBaLII/Iﬂ HOPMBbI
IICUXHUYCCKOTO 1
JIUMYHOCTHOI'O
Pa3sBUTHUA: NIPUYUHBI U
MMOCICACTBUA

19

Hdemorpaduueckue u
MUTPaLUOHHBIC
IPOLECCHI

20

JuarHoctuka u
TICHXOJIOTHYECKHE
TEXHOJIOTUN
npopUIaAKTHKH
OTKJIOHSIOIIETOCS
MOBEACHUS




21

JlokymMeHTHpOBaHKE
JIESITENBHOCTH
KaJpOBOH CITY>KOBI

22

JlokymeHTHpOBaHKE
TPYLOBBIX OTHOLIEHUH

23

3amuce rojioca u
HHCTPYMEHTOB B
CTYIUHU 3BYKO3AIUCH

24

3apybexxHas
JUTEPATypa U BHI3OBHI
COBPEMEHHOCTH

25

3mopoBbe-hopMupyIO
IME TEXHOJIOTHH B
00pazoBaTeIbHOM
cpene

26

HrpoBbie TEXHOJIOTHUH

27

NmMmyHONOTHS

28

HHCTUTYT ceMbU B
COBPEMEHHOM
oOmecTBe

29

MHTEepHET-aHATUTHKA
— OCHOBa
TIPO/IBIKEHUS
COBPEMEHHOTO
MPEeIIPUATHS

30

Kax 1r06uTh pederka:
SMOIMOHAILHBIN
KOMIIOHEHT
POIUTEITHCKOTO
OTHOLICHHS

31

KommyHuxkanus u
KOMMYHHKATHBHAS
KOMITETEHTHOCTD

32

KommraeHe B cucteme
obecreueHus
0e3011aCHOCTH
OusHeca

33

Kommiexcuas
JKOHOMHYECKast
0e3011aCHOCTh
OusHeca

34

Koutposns 3a
WCTIOJTHEHHEM
PEMOHTOB B
MHOTOKBapTHPHBIX
JIoMax

35

Koyuunr

3¢ (HEeKTUBHOTO
oOmenus. Texuuku
pa3BUTHSA
SMOITUOHAITEHOTO
UHTEJIIEKTa

36

KpenutoBanue
(hM3HUECKUX JTUT]

37

Kputnueckuii
WHCTPYMEHTapUM s
MIPUHSTHUS PELIEHUN U
apryMeHTaIus




38

KynerusupoBanue
MHKpPOOPTaHU3MOB

39

JlaGoparopHas
Mapa3uTOJIOTUS

40

JIuarBHCTHYCCKAS
OKCIICPTHU3a CIIOPHBIX
TCKCTOB

41

JIuteparypa pycckoro
3apyOeKbs

42

JInunoe
TUTAaHUPOBaHUE U
yIpaBJICHHE PaboIrM
BpEMEHEM

43

MeHeKMEHT
Kapbephl: KaK CTaTh
YCIEITHBIM
PYKOBOIHTEIIEM

44

MeTtonuka
BOCITMTATEIILHOM
paboThI

45

Meronuka
OpraHu3aiuit
MacCCOBBIX
TYpPUCTCKUX
MEpOTPHUATHIA:
COpPEBHOBAHMS, CIETHI,
TTOXOJTBI

46

Mertoanka
OpraHu3alui
3KCKypCHUi U
SKCKYPCHUOHHBIX

TypOB

47

Mertoanka
COCTaBJICHUS
POIOCIOBHOM

48

MGTOL[LI HU3yUCHUA
IMOBCCAHCBHOCTH

49

Mertoasl uzyueHus
CEeMBH

50

MexaHu3MBI
MPOTEKAHUS
OpTraHUYECKUX
peakiuit

51

Mup coBpeMeHHOTO
HCKYCCTBa:
MOCTMOJICPHUCTCKUN
MPOCKT

52

Mogenu 3neKTpOHHON
KOMMEpIINH

53

MonexynapHast
MHKPOOHOJIOTHS U
BHPYCOJIOTHUS

54

MornekynsapHo-0r1oor
WYECKHE OCHOBBI
MOBEJICHUS 1
3aBUCUMOCTEN

55

MotuBanus B
KOYYIHHTE




56

Hainorooonoxenue
OnsHeca

57

Hopms! u ipaBuiia
COBPEMEHHOTO
JTUKETA

58

Hopms! si361KOBOTO
0OIIIEeHNS B YCIIOBHSIX
BUPTYaIbHOMN Cpebl

59

OO6mmas u Bo3pacTHAS
TICHXOJIOTHUSI

60

Oobmas duznonorus
MHKpPOOPTaHU3MOB

61

OrnepaTuBHas
TICUXOIMAarHOCTHKA
JMYHOCTH

62

Opraam3aimoHHO-TIpa
BOBBIE OCHOBBI
JESTeNbHOCTH
HEKOMMEPYECKUX
OpraHu3aiuii

63

Opranmsaus paboTs
C IeThMHU

64

Opranusaius padoTsI
C ceMben

65

Opraam3aius paboTs
CTIOPTUBHOTO Cy/IbU
10 W30PaHHOMY BHIY
criopra

66

Opraam3anus
pa3BUBaroLIen
MPEIMETHO-TIPOCTPAH
CTBEHHOMH Cpeibl

67

OCHOBHBIE TIPUEMBI
3¢ (heKTUBHOM padbOTHI
¢ uabopManuen

68

OCHOBEI
apryMeHTaIuu

69

OcCHOBBI OHPKEBOTO
Jena

70

OCHOBEI
BHI€00JIOTHHTA

71

OCHOBBI BU3yaIbHOM
NICUXOIMarHOCTUKHU U
npodaiinuara

72

OCHOBEI JIET0BON
KOMMYHUKAIH Ha
WHOCTPAHHOM SI3BIKE

73

OCHOBEI
KOH(IMKTOIOTUN

74

OcHOBBI
KOIUpaNuTHHTa

75

OCHOBBI KOyYHHTa

76

OCHOBEI JIOTHKHA

77

OCHOBEI JIOTOEaUuN

78

OCHOBBI OpTaHU3aAITAH
paboThI ¢ MOJIOAEKBIO

+ |+ +




79

OCHOBBI MMPaBUJIBHOTO
MNHUTaHUA

80

OCHOBBI
MIPEIOCTABICHHUS
JKUJTHITHO-KOMMYHAJIb
HBIX YCIyT
HACEJIEHUTO

81

OCHOBHI peKJIaMBI

82

OCHOBBI peKpeaIoruu

&3

OcHOBBI
COBpPEMEHHBIX
METOZIOB (hU3HIECKOTO
aHaJlu3a BelecTBa

84

OCHOBHI CyIeOHOM
JIMHTBUCTHYECKOUN
JKCIIEPTU3bI

85

OCHOBHI yIIpaBICHUS
MEPCOHAIOM

86

OcHOBBI (HU3NOTOTUN
Y TUTUEHBI IeTel

87

OCHOBEI
3¢ HEeKTUBHOTO
MEHEPKMEHTa

88

ITaneonTomorus

&9

Ilemarornka

90

Ilenarornyeckuii
aAPTUCTH3M

91

Ilegarornueckuii
IU3alH TeXHOIOT Ui
o0yueHus

92

ITucpMeHHbIN
MePEBO JOKYMEHTOB
(hM3HUECKUX JTUT]

93

ITuceMeHHbIN
MepeBOJ JOKYMEHTOB
FOPUIUYECKUX JINII

94

TToBenenue B
MyOJIMYHBIX MECTax

95

IloBenenue
MOTpeOUTENCH 1
KOMMYHHKaTHBHAS
TTOJTUTHKA

96

IloBcenHEeBHEBIE
PasroBOPEI

97

[To3nanue ceds uepe3
MPaKTHYECKYTO
TICUXOJIOTHIO

98

[To3nanue ceds uepe3
TICUXOIHATHOCTHKY

99

ITonsTne
TICUXOJIOTHYECKOM
TpPaBMEI B
COBpPEMEHHO
MICUXOJI0THH




100

HOCTTpaBMaTI/I‘ICCKOC
JIUMYHOCTHOC
Pa3BUTUC: IPUTOBOP
HJIK TOYKa
JIMYHOCTHOT'O pOCTa

101

[IpakTrky™m no
UTPOBBIM
TEXHOJIOTUSM

102

[IpakTiky™m no
OpraHu3alyu
JIOTOTIEANYECKOM
pabotsl B
JOLIKOJIEHOM
00pa3oBaTeIbHOM
YUpEKACHUH

103

IIpobnema cmbIcTa
JKU3HH U [IEHHOCTH B
dbunocopuun

104

IIporpammupoBanue
Ha s361Ke Python.
bazoBblii kypc

105

IIporpammMupoBanue
Ha s361Ke Python.
IIpoaBuHyTHIl KypC

106

IIporpammupoBanue
Ha s361Ke Python.
Pazpabotka
BEO-TIPHIIOKEHUH C
WCTIOJIb30BAHUEM
Flask

107

IIpoexTHbIi ceMuHap

108

Ilcuxuka u Mo3T

109

TIcuxomorus
Onaromonyvus, Uin
TICUXOJIOTHS
CYACTIUBOTO
yeoBeKa

110

TIcuxomorus
JIEBUAHTHOM
JIMYHOCTH

111

Ilcuxomorus JACTCTBa

112

Tlcuxonorus urpel

113

TTcuxonorus
KpEaTUBHOCTHU

114

Tlcuxonorns
KPUTHYIECKOTO
MBIIIIEHUS

115

Tlcuxonorns
MOJIOIOCTH U
3pENIOCTH

116

IIcuxomorus
MTOJIPOCTKOBOTO B
FOHOIIIECKOI'O
BO3pacra

117

Tlcuxonorusa paHHero
BO3pacTa

10



118

TTcuxonorus
TBOPUYECKOTO
CaMOpa3BUTHS

119

TTcuxonorus
YIpaBICHUS
MIEPCOHAIOM

120

[cuxoduznonoruyeck
M€ OCHOBBI TTOBEACHUS
Y KOTHUTHBHBIX
(hyHKIHI

121

[Ty6nuunas cmyx0a B
cucTeMe
rOCYIapCTBEHHOTO H
MYHULHIAIBHOTO
yIpaBIICHUS

122

PazButue nuaepckoro
MOTEHIIMAIA
PYKOBOAMTEIS

123

PomocnoBHO-O0norpad
MYECKOe KpaeBeAeHUE

124

Pycckas
MUcaTebCKas
kputnka XIX-XXI
BEKOB

125

CaMOMEHEIKMEHT:
METOIUKH U
TEXHOJIOTUH

126

CamopasBuTHue u
aKTepcKoe
MacTepCcTBO

127

CseneHue u
MaCTEPHUHT B CTYIUH
3BYKO3AIHCH

128

CoBpeMeHHAass XUMUS
U OKpY’Kalolias cpenia

129

CoBpeMeHHbIE
HHCTPYMEHTBI JINIHOM
3¢ (HeKTUBHOCTH

130

CoBpeMeHHbIE
MapKEeTUHTOBBIC
TEXHOJIOTUU

131

CoBpeMeHHbIE
METO/IBI XUMHUYECKOTO
aHaJM3a B
KPUMUHAIIMCTUKE

132

CoBpeMeHHbIE
MOJICKYJISIPHO-0HOI0T
WYECKUE U
MUKPOOUOTIOTHICCKIE
METOIBI B
KPUMUHAIIMCTUKE

133

CoBpeMeHHbIE
TIOIXOJTBI K
MEPCOHAIBHOMY
MEHEPKMEHTY

134

CoBpeMeHHbIE
JKOJIOTUYECKHE
MPOOIEMBI

11



135

COLII/IS.J'IBHLIG CCTH KaK
KOMMYHUKAIITUOHHBIC
KaHaJIbI

136

Cranpaptusaius u
yIpaBlicHUE
KauyeCTBOM B
PECTOPaHHOM U
TOCTHUHUYHOM
ouzHece

137

Crapran
«Art-pazBuTHe»,
MIPUMEHEHNE METOIOB
apT-TepareBTUYECKOU
paboThI B COTMATTEHOM
MIPOEeKTe

138

Crapram uepe3
COLMAJIbHBIE POEKTHI
B HEKOMMEPYECKOI
OpraHHU3aIuu

139

CTapTar[: HJCA C HYJIA

140

Crapram: oT uaeu K
MVP

141

Craprar: npakTHKa
CO3IaHUS
COOCTBEHHOTO
OousHeca

142

Crpareruu u npaBuiia
0€e3011aCHOrO
WHBECTUPOBAHHS Ha
(hDMHAHCOBBIX PHIHKAX

143

Crpareruueckuit
MapKETUHT

144

CrpaxoBaHue
JMYHOCTH

145

Crpecc-MEeHEKMEHT
u 3 dhexTHBHOE
B3aMMOZCHCTBHE

146

TekcT u [uckypc B
Hurepuere

147

TeopeTuxko-MeToan4e
CKH€ OCHOBBI
BOXKATCKOMN
JESTeTbHOCTH

148

Teopus u mpakTUKa
CyJieHicTBa 0 BUJaM
BOCK «I'TO»

149

Teopus u mpakTUKa
CyJielicTBa 10
n30paHHOMY BHITY
cropTa

150

Texnomorun
BOXKaTCKO
ESTENLHOCTH

151

TexHooruu AeI0BOTO
o01eHus

12



152

Texnonoruu
KOPPEKIMH PEYEBBIX
HapyIllIeHu! y aertei
JIOLIKOJIBHOTO
BO3pacTa

153

Texnonoruu
Menualuy B
pa3peieHuu
KOH(IMKTHBIX
CUTyaui

154

TexHONMOTHM Pa3BUTHUS
BBICIIHX
MICUXUYECKUX
(hyHKIHI

155

TexHomoruu
pediekcuBHO-TBOpYEC
KOTO CaMOpa3BUTHUS

156

TexHoorus u
OpraHu3aLus
TOCTUHUYHO-PECTOpaH
HOT'O KOMILJIEKCa

157

Texmonorus u
OpraHHu3aIus
KOMMEpYECKON
JIEeSITENHHOCTU
TOPTOBOTO
MPEIIPUATUS

158

TpeHuHr
«Maitaa-putHec»

159

VYnpasneHue B
couuabHOU cdepe

160

YnpasneHue
00I1IECTBEHHBIMU
OTHOIIECHUSAMUA

161

Yhpapistomuii
pECTOpaHOM: Kapbepa,
passutHe u soft-skills

162

dusnonorust NUTaHUS

163

dopmupoBaHue
aCCOpPTHMEHTA U
yIpaBJeHHE
TOBApHBIMH 3aIllacaMy

164

OyHKIMOHATBHAS
COCTaBJISFOLIAsI

3¢ PEeKTUBHOTO
MEHEKMEHTA

165

Hudposas kyisTypa

166

udpoBoii MapkeTHHT
u SEO

167

Okojorus arMocQepsl

168

DKoyorus
rUAPOChEpsI

169

OKoIoTrUs
MUKPOOPTaHU3MOB

13



170 | 9xOHOMMKO-TIPaBOBBIE +
ACTICKTHI CO3JaHuUs U
pa3BHUTHS
COOCTBEHHOTO
OusHeca

171|9kcnepTr3a U OLIEHKa +
Ka4eCcTBa TOBApOB

172 | 9nexTpoHHBIHI +
Ou3HecC. DIeKTpOHHAs
KOMMEPIIHS

173 |9ueproaddexkTuBHOCT +
b U
JHeprocOepeKeHUE B
KUTUITHON cepe

174 | 9THOKYTBTYypHBIE +
PETHOHBI MHpa

175 [SI3bIK Kak OOBEKT +
CyleOHOM IKCTIEPTU3BI

176 | SI3pIKOBast IMYHOCTE B +
BUPTYaJIbHOM
MIPOCTPAHCTBE

2. Mecto nucuunimnHbl B cTpykrype OIl 6akanaBpuara:

JucuumuinHa « OCHOBBI yIPaBJIEHUS TOKYMEHTALMEH» OTHOCHTCSA K 00s3aTeIbHON YacTH y4eOHOro IjIaHa
OII no nanpasnenuto noarorosku 06.03.01 - buonorus.

JucuumnHa «OCHOBBI yIIPaBICHUS JOKYMEHTAILMEN» U3ydaeTcs B 2 CEMECTPE.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM TUCIUTUIHHBI:

Ounas

Bup yueOHOIT paboThI
Ay p (Bcero yacos)

OO0mas Tpyr0éMKOCTb 1M CHUILTHHBI 72
KonTaktHas pabora 32
Jlexnuu (Jlekiun) 16
[Tpaktuueckue (IIpakr. pab.) 16
CamocrostenbHas pabota (CP) 40

3auer -

3.2.ConepxaHue Kypca:

Ne Ha3zBanue Bun yuebHoli | DopMbI TEKYIIETO
TEMBI paszena/TemMsbl pabotsl, yac. KOHTPOJIS
Jlex |IIpa| CP
LIMH | KT.
pao.
O[O0 |O
2 cemectp
1 Tema 1. JlokyMeHT B IToaroroska
cucTeme 2 |2 8 AIEKTPOHHOM
YIIpaBJICHUS MIPE3EHTALINHI




Tema 2. [TpaBuiia peuieHue
JTOKYMEHTHUPOBAHUS KOHTEKCTHBIX,
YIPaBICHYECKON CUTYaIlMOHHBIX
NEeSTEIbHOCTH 3aa4d
(Bemmonuenue
MPAKTHYECKUX
3a/1aHuil ); perieHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3ama4d
(Bemmonuenue
MPAKTHYECKUX
3a/1aHuil ); perieHue
KOHTEKCTHBIX,
CUTYaIlMOHHBIX
3aad
(Bemmonuenue
MPAKTHYECKUX
3a/1aHHi )
Tema 3. pelieHue
OpranuszaivoHHbIE, KOHTEKCTHBIX,
pacropsiANTENbHbIE CUTYaI[MOHHBIX
u 3amad
UH(OPMAITMOHHO-CII (Bemmonuenue
paBOYHBIC MPAKTHYECKUX
JOKYMEHTBI 3a/1aHui ); perieHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3aad
(Bemmonuenue
MPAKTHYECKUX
3a/1aHHi )
Tema 4. Cuctema IloaroroBka
yTpaBICHHUS JOKJIaza
JOKYMEHTaMH B
Poccun
Tema 5. [ToaroroBka
Opranunzanus IIEKTPOHHON
JTOKYyMEHTO000pOTa Mpe3eHTAIII
Tema 6. Xpanenue pelieHue
JIOKYMEHTOB B KOHTEKCTHBIX,
OpraHu3aluu CUTYaI[MOHHBIX
3a1a4y
(Bemonuenue
MPAKTHYECKUX
3a/IaHHM ),
BricTymenue ¢
JTOKJIaJIOM

15

Tema 1. Tema 1. JlokymeHnT B cucreme ynpasJjenus (YK-6)
Jlekumus.

Jokyment, ero ¢yaknuu. Krnaccuduxamus mokymeHTtoB. CBoiicTBa JokyMeHTa. JlOCTOBEpHOCTh U
IopuAnYecKas cuia o(UIraIbHOrO JOKYMEHTA.

IIpakTnyeckoe 3ansATHE.
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1. Yro Takoe «JOKYMEHT» U KAKOBBI €T0 OCHOBHBIE XapaKTEPUCTUKU?
2. B yeM coCTOUT cofep kaHue yIpaBICHHS JOKYMEHTaMM ?
3. B ueM cocToAT O0SI3aHHOCTH M TIOJIHOMOYHS B 00JACTH YNPABIECHUS JOKYMEHTAMH PAa3IUYHBIX TPYTII
COTPYIHUKOB OpraHu3anuu’?
4. Yto TaKoe «cucTeMa ynpaBJieHHUs JOKyMEHTaMW» U KaKUMHU CBOMCTBaMHU OHA JIOJKHA 00J1a1aTh?
5. KakoBbl (hyHKIIMM CHUCTEMBI YTIPABICHUS TOKyMEHTaMuU?
6. Kakue TpeOoBaHus IPEABABISIOTCA K CUCTEME YIIPABICHUS JOKyMEHTaMu?

3aganus 1J151 CAMOCTOSITEIbHOM PadoThlI.
IToaroroBka mpe3eHTanuu 1o TeMe

Tema 2. Tema 2. [IpaBuiia JOKyMEeHTHPOBAaHUS yIIpaBiaeH4YecKoil gesaTeabHocTH (YK-6)
Jleknus.
OOm1ast XapakTepUCTHKa HOPMAaTUBHO-TIPABOBOM 0a3bl JOKYMEHTHPOBAHUS yIPaBICHUYECKON EATETbHOCTH.
[Tonsatus "pexBu3ut" u "dopmynsip" nokymenra. IIpaBuna odopmieHuss peKBU3UTOB. biaHk JOKyMeHTa.
Busl GaHkoOB.

IIpakTnyeckoe 3ansATHE.

OdopmieHne peKBU3UTOB B COOTBETCTBUHU C TPEOOBAHUSAMU TOCYAapCTBEHHOTO CTPaHAapTa
3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThI.

OdopmieHre peKBU3UTOB B COOTBETCTBUHU C TPEOOBAHUSAMU TOCYAapCTBEHHOTO CTPaHAapTa

Tema 3. Tema 3. OpranuzaumoHHble, pacCHOPsiANTEIbHbIe  HHPOPMAIIUOHHO-CIIPABOYHbIE
nokyMeHThI (YK-6)
Jlekumus.
OcHOBHBIE BHJIBI OpPraHM3allMOHHBIX JOKYMEHTOB. [logroroBka mrarHoro pacnucanus. Buubl
pachopsSAUTENbHBIX JOKYMEHTOB, X CTPYKTypa u odopmieHue. Buabl u odopmieHrne mpoTOKOIOB U
akToB. OCHOBHBIE BUbI IEPEITUCKH.

IIpakTH4eckoe 3aHATHE.
. [TogroroBka 1OMKHOCTHOM MHCTPYKITUH.
. Ilonroroska npukasa.
. [TogroroBka pacnopsiKeHUSI.
. Ilonroroska perieHus.
. [TogroroBka npoTokoa.
. [logroroBka axra.

~N N L kW -

. IloaroroBka nmucbMa
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[TonroroBka pa3TUYHBIX BUIOB JOKYMEHTOB

Tema 4. Tema 4. Cucrema ynpasiaeHusi 1okymenTamu B Poccun (YK-6)

Jlekumus.
OcHOBHBIE YpPOBHU ympaBleHHUs JIOoKymMeHTaMu B Poccum: QenepanbHbiii, ypoBHS CyObekTOB PO,
MYHHIMIAIBHBIA, YpOBeHb opraHu3auuu. OpraHuszaliioHHash CTPYKTypa CIy»KObl JTOKyMEHTalMOHHOTO
oOecrieueHrs yIpaBJICHUs B OpraHu3anusx paszHoro ypoBHs. Dopmbl opranmzanuu JIOY. JlokanpHas
HOpMaTHBHas 0a3a ynpaBieHUs JOKyMeHTaMu B opranu3amuu. [lonoxenue o cimyx6e JIOY. Pernamenranus
NEeSATETLHOCTH paOOTHUKOB cITy>k0b1 JJOV.

IIpakTnyeckoe 3ansATHE.
5. YcTaHOBUTE KOJ OpPraHU3aI[IOHHO-TIPAaBOBOM (pOpMBI a) TOBapuIlecTBa COOCTBEHHUKOB XHibs, 0) OAO,
B) O0O0.
Pa3zpaboraiiTe mepedeHb HOPMATUBHO-TIPABOBHIX akToB 1m0 JIOY HE0OXOMUMBIX MJsi OpTraHU3AIHNH
JEeSATENIbHOCTH KAHIENSPUH a) 00pa3oBaTeNIbHOTO YUYPEXKIEHHUs, 0) MPOMBIILICHHOTO TPEANPUSATHUS,
BKITIOYATOIIHIA YeThIpe OJIOKa:
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- (enmepanbHbIC 3aKOHBI,
- MEXXOTPACIIeBble HOPMAaTUBHO-TIPABOBBIC AKTHI,
- OTpaciieBble HOPMATUBHO-TIPABOBBIE AKTHI,
- JIOKaJIbHbIE HOPMATHUBHO-TIPABOBHIC AKTHI.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

PazpaboraiiTe mepeueHb HOPMATUBHO-TIPABOBBIX akToB 1o JIOY HEOOXOmUMBIX [JIsi OpraHU3aIUH
NESATEIPHOCTH KaHUEISIPUU a) O00pa30BaTENbHOTO YUYPESXKACHHs, 0) NPOMBIIIICHHOTO MPEINPHUSITHS,
BKJTFOYAFOIIIHI YeThIpe OoKa:

- (hemepasibHBIC 3aKOHBI,

- MEXKOTpPACJICBbIE HOPMATHBHO-TIPABOBHIC aKTHI,
- OTpaciieBble HOPMATUBHO-TIPABOBBIC AKTHI,

- JIOKaJbHBIC HOPMAaTHUBHO-TIPABOBBIC AKTHL.

Tema 5. Tema 5. Opranuzanust 1okymenroodopora (YK-6)

Jlekumus.
[TonstTe nokymeHTooOOpoTa. XapaKTEPUCTUKH JOKYMEHTO00opoTa. OCHOBHBIE IMOTOKU JIOKYMEHTOB.
OKcneAUIMOHHas 00paboTka BXOISAIIMX JOKYMEHTOB. llpeaBapurenbHOe paccMOTpeHHE JOKYMEHTOB.
O6paboTka ucxomsmux JoKymeHTOB. [logcuer m onTuMuzaiust JoKymMeHTooOoporta. [IpaBmia u ¢GopMbl
peructpanuu J10KyMeHTOB. llenn um ypoBHH KOHTpOJis HcHONHEHHUA. CpOKHM HCHOJHEHHS JTOKYMEHTOB.
[TocTaHOBKa TOKyMEHTA Ha KOHTPOJIb U CHATUE C KOHTpois. HomeHkatypa fnen opraHu3anuu. JKCrepTusa
LEHHOCTH JJOKYMEHTOB.

IIpakTH4Yeckoe 3aHATHE.

1. Ha ocHOBe nM3y4eHus HHCTPYKITUH TIO JIETTOTIPOU3BOJCTBY KOHKPETHOM OpraHU3aluy pa3padoTaiTe cxemy
MapIUIPyTU3aLUU BXOJSALINX, UCXOASIINX, BHYTPEHHUX JTOKYMEHTOB B HEMl.

2. Ha ocHOBe JaHHBIX U3 KypHAJIOB PETUCTPAIIUH BXOASIINX, HCXOSIINX, BHYTPCHHUX JOKYMCHTOB
COCTaBBTE CIPaBKy 00 00beMe JOKYMEHTO0O0POTa 3a MECHII, KBapTall, Tl

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
COCTaBBTC oneporpaMMy ABUXXCHUSA BXOIAIINX U UCXOOAIITUX IIOKYMCHTOB OpFaHI/ISaI_[I/II/I.

Tema 6. Tema 6. Xpanenue 1okymMeHTOB B opranusanuu (YK-6)
Jlexknus.
ITonroroBka nen k nepexaye Ha apxuBHOe XpaHeHue. llonsatue onmcu. MeToaukyu apXMBHOIO XpaHEHMS
JOKyMEHTOB. TpeOoBaHMs K OOECHEYCHHMIO COXPAHHOCTH JIOKYMEHTOB. YHHUYTOXXEHHE JOKYMEHTOB C
HUCTCKIINMMHU CPOKAMHU XPAHCHUS.

IIpakTnyeckoe 3ansATHE.
CocraBbTe OJIOK-CXEMY alNToOpUTMa pa3pabOTKH HOMEHKIIATYPBI Je]l OpraHU3aI|H.
OnummTe NOCIeI0BATEIbHOCTD 3TAIIOB COCTABIICHUS HOMEHKJIIATYPHI JIeJT TIOApa3AeICHHUS.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

Pa3zpabotaiiTe HOMEHKIATY Py AEI Il HEOOIBIIONW OpraHu3aIiii, 3aHUMAFOIICHCS peKITaMHOM
NeSITeNIbHOCTBIO, B KOTOPOU HET BHYTPEHHHUX OTIEINIOB, a MPOU3BOACTBEHHbIE (DYHKIIUU 3aKpPEIICHBI 32
OTAENIbHBIMU COTPYAHUKAMH.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:

2 cemecTp
*  TEKymui KOHTPOJb — 80 OamioB
*  KOHTPOJIBHBIEC Cpe3bl — 2 cpe3a mo 10 6amnoB KaKabIi
* mpeMuasbHBIC OauTel — 20 6aioB



Pacrnipenenenne 6aioB 1mo 3aJaHusIM:

No |HazBanue tembl | @opmbl Max. Mertonuka npoBeJAeHUs 3aHITUS U OIIEHKU
Te | /BHUI y4eOHOH |TEKylIero | KOJI-BO
MBI paboTsI KOHTpOJsl | Oamos
/ cpe3bl
1. Tema 1. IToaroros 10 10-8 0GamroB — Tpe3eHTamMsi COOTBETCTBYET TEME€, CTPYKTypa H
JloxymeHT B Ka odopmIieHIEe 0TBEYAET BBHILIETIEPEUNCICHHBIM TPEOOBAHUSM, CTYICHT
CUCTEME 3JIEKTPOHH cBOOOMHO  BNAjeeT MarepualioM, JIEMOHCTpUpPYeT TiIyOoKue,
YIpaBIeHUS oM CHUCTeMaTH3UPOBAaHHBIE 3HAHUS, CBOOONHO OTBEYaeT Ha BOIIPOCHI
Mpe3eHTaIll UCTIONB3YS TPOECCUOHATBHYIO TEPMUHOIOTHIO
uu 7-5 0amioB — TIpe3eHTAIMsI COOTBETCTBYET TEME, CTPYKTypa H
opopmiieHHE B  OCHOBHOM  OTBEYAeT  BBIIICTIEPEUNCICHHBIM
TpeOOBaHUAM, CTYIACHT BJIaJEET NPEACTABIECHHBIM MAaTEepHAIIOM,
OTBEYAET Ha 3a/IaHHBIE BOIPOCHI
4-3 Oamna — B CTPYKType W O(GOPMIICHHM MPE3CHTAIUH HMEIOTCS
HeAOpabOTKH, Marepuajg TMpPEACTaBI€H B  TMpe3eHTAllMh  He
paIoHaIbHO, MAJIO WIUTIOCTPATHBHOTO MaTepuaia, CTYICHT BIaJeeT
HETIOTHON WH(pOpMAaNUeH 10 TeMe, 3aTPyNHSIETCS C OTBETaMH Ha
3aJlaBaeMbI€ BOTIPOCHI
2 Oamna - B CIPYKType M O(QOPMIICHUH IPE3CHTALMH HMEIOTCS
HeOpaOOTKH, MaTephasl MPEACTAaBIIEH CIUIOIIHBIM TEKCTOM, Mallo
WJUTIOCTPATHBHOTO MaTepuraja, CTyIeHT ci1abo BiaaeeT nHpopMarien
0 TeMe, TMpH OTBET€ HCIONb3yeT 3arOTOBIEHHBIA  TEKCT,
3aTpyIHSAETCS C OTBETaMHU Ha 3a/1aBaéMbl€ BOIIPOCHI
1 G6amn - B cTpykKrype u O(QOPMIICHHHM TIPE3CHTAIMA HMEIOTCS
3HAYUTEIbHBIE HENOpadOTKH, MaTrepHasl IMpPEJCTaBICH HE MO TEME,
CIUTOIIHBIM TEKCTOM, Majl0 WJUIIOCTPAaTHBHOTO MaTepuaia, CTYAEHT
cnabo BrnajeeT HWH(MOpPMANMEH MO TeMe, MPU OTBETEC HCIIONIB3YeT
3arOTOBJICHHBI TEKCT, HE MOXET OTBE€YaTh Ha IIOCTABJICHHBIC
JIOTIONTHUTENIbHBIE BOIIPOCHI
2. Tema 2. peuieHue 10 10-8 OamioB HauuchsieTcs CTyACHTaM, KOTOpBIE IPAaBHILHO
[IpaBuia KOHTEKCTH BBITIOJTHIJTY 33/T1aHUC
JOKyMEHTHPOBa BIX, 7-5 6annoB — HEMIOJIHOE BBHINIOTHEHUE 3aJaHUs
HUS CUTYyalLuo 4-1 GaJu1 — HENOJIHOE U HETOYHOE BBHIMOJIHEHHE 3adaHUS
YIpaBIEHYECKO | HHBIX
f e TeNbHOCTH | 3al1a4y
(Beimonne
HUE
MPaKTHYIEC
KHX
3aJaHNN)
peuieHue 10 10-8 OamioB HayuchsieTcs CTyACHTaM, KOTOpBIE IPAaBHILHO
KOHTEKCTH BBITIOJTHIJTY 33/ T1aHUC
BIX, 7-5 6annoB — HEMIOJIHOE BBHINIOHEHUE 3aJaHUs
CUTYyalLuo 4-1 GaJu1 — HENOJIHOE U HETOYHOE BBHIMOJIHEHHE 3adaHUS
HHBIX
3aadq
(Beimonne
HUE
MPaKTHYIEC
KHX

3aJTaHMi )
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peeHue
KOHTEKCTH
BIX,
CUTYyaluo
HHBIX
3a1a4y
(Brimonne
HUE
MpaKkTHiec
KUX
3aJTaHMi )

10

10-8 ©OamnoB Ha4yHCIAETCA
BBIIOJIHUIIN 3aJaHUE
7-5 0aI0B — HEMOJIHOE BELIITOIHEHUE 3aJaHUS
4-1 6ami — HEMOIHOE ¥ HETOYHOE BBIINOJHEHNE 3a1aHUS

CTyACHTaM, KOTOPBIC

OpaBUJIBHO

Tema 3.

OpranuzanuoHH

ble,

pacnopaauTeiib

HBIC 1

UHPOPMAIIOHH
O-CIpaBOYHBIE
JOKYMEHTBI

peeHue
KOHTEKCTH
BIX,
CUTYyaluo
HHBIX
3a1a4y
(Beimonne
HUE
MpaKkTuiec
KUX
3aJTaHMi )

10

10-8 0OamnoB HavyHCIAETCA
BBIIOJIHUIIN 3aJaHUE
7-5 0aI0B — HEMOJIHOE BELIITOIHEHUE 3aJaHUs
4-1 6ami — HEMOIHOE ¥ HETOYHOE BBINOJHEHNE 3a1aHUS

CTyACHTaM, KOTOPBIC

OpaBUJIBHO

peleHue
KOHTEKCT
HBIX,
CUTYauuo
HHBIX
3a1a4
(BbimoJH
eHHe
npaKkTuye
CKHMX
3aganmid)(
KOHTPOJIb
HBbIi

cpe3)

10

10-8 ©OamnoB HavyHCIAETCA
BBIIOJIHUIIN 3aJaHUE
7-5 0aI0B — HEMOJIHOE BELIITOIHEHUE 3aJaHUS
4-1 6ami — HEMOIHOE ¥ HETOYHOE BBIINOJHEHNE 3aIaHUS

CTyACHTaM, KOTOPLIC

OpaBUJIBHO

19
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Tema 4.
Cucrema
yIpaBICHUS
JIOKYMEHTaMH B
Poccun

IToaroros
Ka
JIOKJIaga

10

VYcTHOE BBHICTYNJIGHHWE aBTOpa MO pesyabraraM Jokiana/pedepara
COCPEJOTOYEHO Ha MNPUHIWIHNAIBHBIX BOMpOCaX, TaKUX Kak:
aKTyaJIbHOCTh TEMBI HCCIICIOBAHUS; METOAOJNIOTHUECKUH amnmapar u
OCHOBHBIE HAy4YHBIC MOIXOAbl (LIKOJBI), 3aHUMABIIHUECS PEIICHHEM
BOIIPOCOB; HOBM3Ha  PabOTHI u OCHOBHBIE BBIBOJIBI,
chopMyIHpPOBaHHBIE B XO€ U3yUEHHS MaTepuaa.

WnpuBuayaneHasl 3aliMTa IMPEAONaraeT PacKphITHE JHYHOCTHOTO
acriekTa aBTopa JAokinana/pedepara B xone pabOThl Hal TEMOM.
Heo6xomumo o00ocHOBaTe BHIOOpP TEMBI M NPHBECTH COOCTBEHHBIE
METOIBl W CHOocoObl paboThl Haa MpoOJIEeMOW, BHIHECEHHOH B
3ariaBue. [IpuBeleHB OpUTMHANBHBIE HAXOIKH, COOCTBEHHBIE
CY)KOCHMs, HWHTEpecHble (akThl W HIEH, IOJYYCHHBIE B XOJC
pa3paboTku Matepuana. B mokmage OomkHAa OBITH  OTpakeHa
JUYHOCTHAs 3HAYMMOCTh TMPOACTaHHOW pabOTBl W  HAMEYEHBI
MEPCIEKTUBEI MPOIOKEHHS MCCIIeIOBAHUSL. BozmoxHBI
Mpe3eHTaINH, Pa3AaTOUYHBIH MaTeprall, CIalasl U T.1.

10-7 0GannoB — CTyAEHT TPaMOTHO BBICTPAWBACT JIOTHKY CBOETO
JOKJIaza o MarepuaiaM pedepara, pacKpbIBaeT TeMy HUCCIIe0BaHUs,
ONUpAsCh HA PE3YyIbTaThl TEOPETHYECKHMX W  SMIUPUYECCKUX
WCCIIEIOBAaHUI TMOCIEAHUX 3-5 JIeT, JeMOHCTPHUPYET OpUTHHAIbHBIC
HaXOAKH B pelIeHMH NpoOieMbl, HAaMEYEHbl MEPCHEKTHUBEI
WCCIICIOBaHUS,  NPOACMOHCTPUPOBAHBI  XOPOLIME  OpaTOPCKUeE
CIOCOOHOCTH,  BBICTYIUIGHHE  CONPOBOXIACTCS  Ipe3eHTanuei
MOJTYYEHHBIX PE3yJbTaToB. | paMOTHBIE OTBETHI HA JOMOJIHUTEIILHBIC
BOTIPOCEHI

6-5 Oanya - CTYOEHT IPaMOTHO BBICTPAaWBAET JIOTHKY CBOETO JOKIana
mo MarepuanaMm pedepara, pacKpblBaeT TEMY HCCIIEIOBaHUS,
ONUPAsCh Ha PE3yJbTaThl TEOPETHYECKUX WM SMIHUPUICCKUX
WCCIICIOBAHUN TOCIEOHUX S5 JIeT, JAEMOHCTPUPYET OTACIbHBIC
OpUTHMHANbHBIE HAaXOAKH B PELICHUH MPOOJIEMbI, MEePCIEKTUBBI
HCCIIEIOBAHUS HaMEYCHBI OT/AEIbHBIMU HITPUXAMH,
MPONEMOHCTPUPOBAHEl  XOPOIIME  OpaTOpCKUE  CHOCOOHOCTH,
BBICTYIUICHHE  COINPOBOXKIACTCA  MpE3eHTAUMed  MOJyuYeHHBIX
pesynbratoB.  [laHbl  TpaMOTHBIE  OTBETHl HA  OTHEIbHBIC
JOTIOJTHUTENIbHBIE BOITPOCHI

4-3 Ganna - JOTHKa BBICTYIUICHHS B OTACIBHBIX MECTaX HApYyILAeTCs,
TeMa WCCIEeNOBaHUS PACKPBIBACTCS, ONHUPAsCh Ha Pe3yJabTaThl
TEOPETUYECKUX HCcCeqoBaHuid mnociaeguux 10 Jer, OTCyTCTBYIOT
OpUTMHANIbHBIE HAaXOAKH B PELICHUH MPOOJIEMbl, MEPCIEKTUBBI
WCCIICIOBAHUSI ~ HAMEYEHBl  MYyHKTUPHO, MPOAEMOHCTPUPOBAHBI
CpeHHE OpaTOPCKHE CIIOCOOHOCTH, BBICTYIUICHHE COMPOBOXKIACTCS
Mpe3eHTaleld TONyYeHHBIX pE3yNbTaToB, OTBETHI Ha BOMPOCH
TpeOyIOT YTOUHECHHUSI.

2 Oamna — TpeACTaBICHHBIE PE3yJbTaTbl B Macce CBOEH He HOBBI,
OTBET MPEACTABISIET COOOH MPOCTOE 3aYUTHIBAHUE TEKCTA, OTACIbHEIE
OTBETHI Ha JIOTIOJIHUTEIILHBIE BOMPOCHI TPEOYIOT YTOUHEHUS

1 Gann - mpeacTaBICHHBIEC PE3YABTAaThHl B Macce CBOCH HE HOBBI, OTBET
npeacTaBisgeT co0oil MPOCTOE 3auWTHIBAHME TEKCTa, CTYACHT HeE
MOXET JIaTh OTBETHI Ha JOIOIHUTEIBHBIE BOIPOCH
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Tema 5.
Opranuzamus
JIOKYMEHTO000p
ora

IToaroros
Ka
AIEKTPOHH
on
Mpe3eHTaI|
3071

10

[IpesenTaruisi MOATOTaBIWMBAcTCS IO OJHOMY M3  BOIIPOCOB
MPaKTHYECKOTO 3aHATUSA. [Ipu BBICTYIUICHHMH C Tpe3cHTaIueH
Heo0X0MMO 0o0paiaTh BHUMaHUE Ha TAKUE MOMCHTHI KakK:

- COIEpKaHUE TMPE3CHTAIMU: AaKTYaIbHOCTh TEMBI, MOJHOTa e¢
PACKpBITUS,, CMEICIIOBOE COJICpXKaHHWE, COOTBETCTBHEC 3asBICHHON
TEMbl COMEPIKAHUIO, COOTBETCTBHE METOIUYCCKUM TPEOOBaHUSAM
(memu. CCBUIKM Ha PECypChl. COOTBETCTBUE COACDXKAHHUS W
JUTEpaTyphl), TpakTHYeCKas  HaNpaBICHHOCTh, COOTBETCTBUC
CoZlepaHMs 3asBICHHOW (opMe, aJCKBAaTHOCTh HCITOIb30BaHUS
TEXHUUYECKHUX CPEJCTB YUYEOHBIM 3aJa4yaM, TOCIEI0BaTeIbHOCTh U
JIOTUYHOCTH TIPE3CHTYEMOTO MaTepuana;

- odopMicHHE Tpe3eHTalMu: 00beM (ONTHUMAIBLHOE KOJIMYECTBO),
Mu3aiiH  (YMTAeMOCTh, HAJUYMe W COOTBETCTBHE TpaduKkd U
aHUMAaIlUY, 3ByKOBOE 0()OpMIICHUE, CTPYKTYPUPOBaHHE UH(POPMAIIHH,
COOTBETCTBHE  3asABICHHBIM  TpPeOOBaHUSAM),  OPUTHHAIBHOCTH
o opMIIeHUS, ICTETHUKA, UCTIOIH30BAHUE BOZMOKHOCTH TPOTPAMMHOMN
Cpelbl, COOTBETCTBUE CTaHIapTaM O(POPMIICHHUS;

- JINYHOCTHBIC Ka4eCTBA: OPATOPCKHUE CIOCOOHOCTU. COONIOACHHE
periaMeHTa, AMOIUOHAILHOCTh, YMEHHE OTBETUTh Ha BOIIPOCHI,
CUCTEMAaTH3UPOBaHHbIC, IIIyOOKHE ¥ TIOJHBIE 3HAHHUA TI0 BCEM
paszaenam mporpaMMmel:

- CONep)KaHUE BBICTYIUICHUS: JIOTHYHOCTh W3JIOKCHUS MarepHaa,
PacKphITHE TEMBI, JOCTYIMHOCTh W3JOXKEHUS, IPPEKTUBHOCTH
npumenenus cpenacte MKT, cmocoObl W ycloBHSI JTOCTHIKEHUS
pe3yabTaTUBHOCTU U 3(HD(HEKTUBHOCTH IS BBITIOJTHEHHS 33134 CBOCH
npoecCHOHALHOW WM Y4eOHOH NesATeNbHOCTH, J0Ka3aTeIbHOCTh
MPUHUMAEMbIX  pEIICHWH, yMEHHE  apryMEHTHpPOBAaTh  CBOM
3aKJIIOYEHHS, BBIBOJBL.

10-7 ©amioB — mpe3eHTAIUs COOTBETCTBYET TEME, CTPYKTypa U
oopMIICHHE OTBEYACT BBINICTICPEUNCICHHBIM TPEOOBAHUSIM, CTYJICHT
CBOOOMHO  BNIAJEET MarepualioM, JEMOHCTPUPYET TIIyOOKue,
CUCTEMAaTHU3UPOBAaHHBIC 3HAHUS, CBOOOMHO OTBEYACT HA BOIPOCHI
WCIIONB3Ys MPO(ECCHOHATLHYIO TEPMHHOIOTHUIO

6-5 0amIoB — TMpPE3CHTAIUs COOTBETCTBYET TEMe, CTPYKTypa H
opopmiieHHE B  OCHOBHOM  OTBEYACT  BBIIICTICPCUNCIICHHBIM
TpeOOBaHUSAM, CTYACHT BIAJCET NPEACTABICHHBIM MAaTepPUAIIOM,
OTBEYAECT Ha 3aJIaHHBIC BOIPOCHI

4-3 OGamma — B CTPYKType W OQOPMIIECHHM MPE3CHTAIUH HMEIOTCS
HeOpabOTKHM, Marepuan TMpPEICTaBICH B  MpE3eHTAllMH  HE
paIoHaIbHO, MAJI0 WLUTFOCTPATHBHOTO Marepuala, CTYIACHT BIaJecT
HEMOJTHOW WH(OpMaNUeld 1Mo TeMe, 3aTPyAHSeTCS C OTBETaMH Ha
3aJlaBacMbIC BOTIPOCHI

2 Oamnma - B CTPYKType W OQOPMIICHUHM MPE3CHTAIlMH WMCIOTCS
HeOpabOTKK, Marepuasl MPEJCTABJICH CIUIOIIHBIM TEKCTOM, Mallo
WJUTIOCTPATUBHOTO MaTepuaia, CTYICHT CIa0o BlaaeeT nHpopMaIluen
Mo TeMe, TMpH OTBETC HWCIOJNB3YeT 3arOTOBICHHBIA  TEKCT,
3aTPYIHACTCS C OTBETaMU Ha 3a/1aBacMbI€ BOIIPOCHI

1 Gamm - B CTpyKType W O(OPMICHHUH TPE3CHTAIUU HMECIOTCS
3HAYUTEIbHBIC HENOPa0OTKH, MarepHall IMPEJCTaBICH HE MO TEMe,
CIUIOIIHBIM TEKCTOM, MaJl0 WJUIIOCTPAaTUBHOTO MaTepuana, CTYISHT
cmabo BrageeT WHGOpPMAIMEH IO TEMe, MPH OTBETE HCIOIB3YET
3arOTOBJIEHHBIM TEKCT, HE MOXKET OTBeYaTh Ha IIOCTaBJIEHHBIE
JIOTIOJTHUTEIIEHBIE BOIIPOCHI
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Tema 6.
XpaHeHue

JAOKYMCHTOB B

OopraHusainuu

peuieHue 10 10-8 OamioB HauucnsieTcs CTyACHTaM, KOTOpBIE IPAaBHIBHO
KOHTEKCTH BBITIOJTHUIIY 331aHNE
BIX, 7-5 6annoB — HEMIOJHOE BBHINIOJHEHUE 3aJaHUs
CUTyaluo 4-1 GaJu1 — HENOJIHOE U HETOYHOE BBHIMOJIHEHHE 3a0aHUS
HHBIX
3a1a4
(Brimonne
HUe
MIpaKTHyeC
KHX
3aJaHNN)
BeicTynu 10 VYcTHOE BBHICTYNJIGHHWE aBTOpa MO pesyabraraM Jokiana/pedepara
eHHE C COCPElOTOYEHO Ha MPUHIUMNMAIBHBIX BOIPOCAaX, TaKUX Kak:
AOKJIAI0M aKTyaJbHOCTh TEMBI HCCJIEIOBAHHSA; METOMOJIOTHYECKUN ammapar H
(KOHTpOI OCHOBHBIE HAay4YHBIC MOIXOAbl (LIKOJBI), 3aHUMABIIUECS PEIICHHEM
bHBII BOIIPOCOB; HOBHM3Ha  PabOTHI u OCHOBHBIE BBIBOJIBI,
cpes) c(hOopMyIHpPOBaHHBIE B XOJ€ U3yUEHHS MaTepuaia.

WnpuBuayansHasl 3aliMTa IMPEAoNaraeT PacKpbITUE JHYHOCTHOTO
acrieKkTa aBTopa JAokiaja/pedepara B xone pabOThl Hal TEMOM.
Heo6xomumo o0ocHOBaTe BHIOOP TEMBI M NPHBECTH COOCTBEHHBIE
METOIBl U CHOcoObl paboThl Haa MpoOJIEeMOW, BHIHECEHHOH B
3ariaBue. [IpuBeleHB OpUTMHANBHBIE HAXOIKH, COOCTBEHHBIE
CY)KOCHHs, HWHTEpecHble (akThl U HJIEH, IOJYYCHHBIE B XOJC
pa3paboTku Matepuana. B mokmage OomKHAa OBITH  OTpakeHa
JUYHOCTHAsl 3HAYMMOCTh TMPOACTaHHOW pabOTBl W  HaMEYEHBI
MEPCIEKTUBEI MPOIOKEHHS UCCIIeIOBAHUSL. Bo3moxHBI
Mpe3eHTAINH, Pa3AaTOuHbIH MaTepuall, cIalsl U T.1.

10-7 GannoB — CTyAEHT TPaMOTHO BBICTPAWBACT JIOTHKY CBOETO
JOKJIaza o MarepuainaM pedepara, pacKpbIBaeT TeMy HUCCIIe0BaHUs,
ONUpAsCh HA pE3YyJIbTaThl TEOPETHYECKHMX ©  SMIHUPUYECKUX
WCCIIEIOBAaHUH TMOCIEAHUX 3-5 JIeT, JeMOHCTPHUPYET OpUTHHAIbHBIC
HaxXOAKH B pelIeHMH NpoOJieMbl, HAaMEYEHbl MEPCHEKTHUBEI
WCCIICIOBaHUS,  TPOACMOHCTPUPOBAHBI  XOPOLIME  OpaTOPCKUE
CIOCOOHOCTH,  BBICTYIUIGHHE  CONPOBOXIACTCS  Ipe3eHTanuei
MOJTYYEHHBIX PE3yJbTaToB. | paMOTHBIE OTBETHI HA JOMOIHUTEIILHBIC
BOTIPOCHI

6-5 Oamya - CTYOEHT IPaMOTHO BBICTPAaWBAET JIOTHKY CBOETO JOKIana
mo MarepuanaMm pedepara, pacKpblBaeT TEMY HCCIIEIOBaHUS,
ONUPAsCh Ha PE3yJbTaThl TEOPETHYECKUX WM SMIHUPUICCKUX
WCCIICIOBAHUN TOCIAEOHUX S5 JIeT, JAEMOHCTPUPYET OTACIbHBIE

OPUTHHAIbHBIC HAXOJAKH B PEIICHUH MPOOJIEMBI, TEPCIEKTUBBI
HCCIICIOBAHUS HaMEUCHBI OTICITbHBIMH HITPUXAMH,
MPOJEMOHCTPUPOBAHBI ~ XOPOIIME  OpParOpCKHe  CIOCOOHOCTH,
BBICTYIUICHUE  CONPOBOXKAAETCS  MpEe3CHTAUeHd  MOIYYCHHBIX
pe3ynbTatoB.  JlaHbBl ~ TpaMOTHBIE  OTBETHI Ha  OTACJIbHBIC

JOTIOJTHUTENILHBIC BOIIPOCHI
4-3 Gayuia - JIOTWKA BBICTYIUICHHS B OTACIBHBIX MECTAaX HapyILIaeTCs,
TEMa WCCICOBaHUS pPACKPBIBACTCs, OIMHUPAsCh HA PE3yIbTaThl
TEOPETHYECKHX HCCICAOBaHUH mocieanux 10 JIeT, OTCyTCTBYIOT
OpPHMTHHAIIBHBIC HAXOAKH B PEIICHUH TPOOJIEMBI, NEPCICKTHBBI
UCCJICIOBAHUS ~ HAMEYEHBbl  IYHKTUPHO,  MPOAEMOHCTPUPOBAHBI
CpeIHHE OpaTOPCKUE CIIOCOOHOCTH, BBICTYILICHHUE CONPOBOXKIACTCS
Npe3eHTalMell MONYyYCHHBIX PEe3yNbTaToOB, OTBETHl HAa BOMPOCHI
TpeOyIOT yTOUHECHHUSI.

2 Oauta — TpPeCTaBICHHBIE PE3yJbTaThl B Macce CBOCH HE HOBBI,
OTBET MPEJCTABISCT COOOH MPOCTOE 3aYNTHIBAHUE TEKCTA, OT/ACIBHBIC
OTBETHI Ha JIOTIOJHUTEIbHBIC BOIPOCKHI TPEOYIOT YTOYHEHHUS

1 Gasut - mpeacTaBlICHHBIC PE3yJIbTaThl B MacCe CBOCH HE HOBBI, OTBET
NpPEICTaBIIeT CO00i TPOCTOE 3aUUTHIBAHHE TEKCTa, CTYACHT HE
MOXKET JaTh OTBETHI Ha JOTIOJHHUTEIBLHBIC BOIIPOCHI
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[IpemuansHbie OaIbl 20 Hammcanue pedepara nmo remaruke Kypca

8. |VHmuBuIyallbHBIC 3aIaHUA, 50 BBINOJIHEHUE 3aJJaHUM 110 KypCy
C TIOMOIIBI0 KOTOPBIX
MOXKHO HaOparh
JIOTIONTHUTENIbHBIE OaIITbI

9. Hroro 3a cemectp 100

Hrorosas omenka mo 3a4eTy BbicTaBisieTcs B 100-0amnpHOM MIKale U B TPAIUIIMOHHON YeThIpeXx0aTbHOM
mkane. [lepeBog 100-0ayuibHONW  PEHTHMHTOBOM  OLGHKHM 1O  JUCIHUIUIMHE B TPaIUIUOHHYIO
YEeThIPEX0aUIBHYIO OCYIICCTBIISETCS CIASAYIOMNUM 00pa3oM:

100-6ayuipHasg cucreMa TpanuimonHas cucteMa

50 - 100 GayuioB 3auTeHo

0 - 49 6aiut0oB He 3aureno

4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
BricTyniieHue ¢ 10KJIa10M

Tema 6. Tema 6. XpaHeHre JOKYMEHTOB B OpraHU3aluu
1 KBanudukanmonnele  TpeOOBaHMA K COTPYIHHKAM CiIy:x0b1 JJOY.
2 HopmupoBanue  Tpyna B JI€JIONPOU3BOJICTBE.
3 Buael HOpM B 1€JI0NIPOU3BOJCTBE.
4 Pacuer  4HMCIEHHOTO cocTaBa ciyx0s1 JJOV.
5. Bxopsmue 10KyMEHTOIIOTOKH

ITonroroBKka qokjaaaa

Tema 4. Tema 4. CucreMa ynpaBieHus JoKyMeHTamu B Poccun

1 JlokyMeHTHpOBaHUE YIPABICHYECCKOHN NEATEILHOCTH B JOKYMEHTAIMOHHOE 00CITy’)KUBAaHHE KaK
IIaBHas oOecreynBaromas (GyHKIHs yIpaBICHUsI.

2 CoOTHOIICHHE MOHATHHA «JOKYMEHTHPOBAHUEY, «IEIOMPOU3BOACTBO, «IOKYMEHTAIIMOHHOE
obecrieueHre yIpaBICHH.

3 3akoHopareNbHbIE aKThl U MaTepuaisl o JJOVY.

4 PyxoBopsiiue T0KyMEHTHI 110 CTaHAapTU3ALUH.

5 KnaccudukaTtopbl TEXHUKO-95KOHOMHYECKON U COIMATBHOU HH(OpMAITHH.

6 Meroanuyeckue peKOMEHJAIMK B 00JIaCTH JETONPOM3BOJICTBA U ApXUBHOTO JieNa.

IToaroroBka 371€KTPOHHOM NPE3eHTALMU

Tema 1. Tema 1. JIoKyMEHT B cUcTEME YIIpaBICHUS
1 CumMmBoIMYECKAs ¥ YCIIOBHASI CUTHAJIU3ALIHS.
2 BO3HUKHOBEHHE MMCHMEHHOCTHU U JOKYMEHTA.

3 M3MeHeHue copepKaHusl MOHATHS «JOKYMEHT» Ha Pa3HbBIX dTanax HCTOPUICCKOTO Pa3BUTHS
oOmiecTBa.

4 CoOTHOIICHHE MOHATHH «UHDOPMAITUI» U «TOKYMEHT.
5 Omnpezenenne TOKyMEHTa B 3aKOHAX M CTaHAapTax.

Tema 5. Tema 5. Opranuzanus JOKyMeHTO000poTa
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1. PernamenTanus TpeGoBaHMN K COCTABICHUIO HOMEHKIIATYPbI JIeJI B HOPMAaTUBHO-METOAMYECKUX
JOKYMEHTax

2. DneKTpoHHBIN ouc

3. ABTOMaTH3UpOBaHHBIE CUCTEMBI YIIPABICHUS JOKYMEHTaMU
4. KagpoBblil 37IEKTPOHHBIN JOKyMEHTOO0OPOT

5. Byxrantepckuii 371€KTPOHHBINA JOKYMEHTOOO0POT

pelieHHe KOHTEKCTHBIX, CHTYallHOHHBIX 32/1a4 (BbIno/iHeHUe NPaKTHYeCKUX 3aJaHUil)

Tema 2. Tema 2. [IpaBuna 1OKyMEHTHPOBAHHUS YIIPABICHYECKON AEATEIBHOCTH

1. MaiiTe onpenenenue penepaabHOMY HHPOPMATMOHHOMY (DOHTy TEXHUYECKHUX PEINIAMEHTOB H
cranaaptoB. Kakue 1okymeHTHI OH BKitodaet? B kakoit popme? Kem cozmaercs ¢ponn?

2. YcTaHOBHUTE, KaKu€ JOJKHOCTH CIIYXKAIIHUX, CBSI3aHHBIE C 1€J0NPOU3BOACTBOM BKItoueHb! B OKIITP?
3. YkaxkuTe 1o KjacCU(pUKaTOpy MPaBOBbIX aKTOB KO/l yCTaBa MyHHIIMIIAIBHOTO 00pa30BaHMUsL.

4. Ilo OK®C (popm coOCTBEHHOCTH) ycTaHOBHUTE KOA (hopMbI cOOCTBEHHOCTH [0CyIapCTBEHHOTO apXuBa
Tam6oBcKO# 0OnacTH.

5. YcTaHOBUTE KOJ OPraHU3AI[IOHHO-TIPAaBOBOM (pOpMBI a) TOBapuIlecTBa COOCTBEHHUKOB XMk, 0) OAO,
B) OOO.

[ToaroroBka oOriero OnaHka.

ITonroroska OiaHka nuCbMa.

[ToaroroBka 61aHKa B JOKYMEHTA.

[ToaroroBka 61aHKa CTPYKTYPHOTO MOJPA3/ICICHUS.

A

IToxroroska OiraHKa TODKHOCTHOIO JIHIIA.
[TonroroBka KOMIUIEKTa OJAHKOB OpraHU3AINH

Tema 3. Tema 3. OpranuzarmoHHbIC, PACTIOPAIUTEIBHBIC U HHPOPMAITMOHHO-CIIPABOYHBIC JJOKYMEHTHI
[ToaroroBka npukasa.
ITonroroBska akra.
IToaroroBka nuchpMa.
[ToaroroBka nmpoTokoa.

AN

ITonroroBka nOKJIagHOM 3aIIUCKH.
[ToaroroBka KOMILJIEKTa JOKYMEHTOB

Tema 6. Tema 6. XpaHeHue JOKYMEHTOB B OpTraHU3aLMH1
1. CocraBneHue oneporpaMMbl JBUKEHHS BXOSIIETO JOKYMEHTA
2.CocraBiieHue orneporpaMMbl IBHKEHUS! UCXOASIIEr0 JOKyMEHTa
3. CocraBieHue oneporpaMmsl JBUKEHNUS BHYTPEHHETO JOKYMEHTA
4. Pa3paboTka cxeMbl COINIacOBaHMs, BU3UPOBAHUS, MIOANUCAHUS PA3IMYHBIX BUIOB JOKYMEHTOB
5. Pa3paboTka y4eTHBIX POpPM JOKYMEHTOB

4.3 TIpomexxyTouHas aTTecTalus 10 AUCIUILTMHE IPOBOAUTCS B hopMe 3aueTa

Tunosbie Bonpocskl 3auera (YK-6)
1. IIpaBuiia oopmiIeHUS] PEKBU3UTOB
2. Opranu3anMoOHHbIE JOKYMEHTBI
3. PactiopsiiuTenbHbIE TOKYMEHTBI
4. NudopManimoOHHO-CIIPABOYHBIE PEKBU3UTHI
5. lokymMeHTO000pOT
6. Perucrpanus 10KyMEHTOB



Tunosble 3aganusa as 3adera (YK-6)
1. [TonrotoBka ob1eTr0 OTaHKAa OpraHU3aIlUH.
2. IloaroroBka OnaHKa MUChMa OpraHU3AIIH.
3. IloaroToBka O1aHKa MpUKas3a.

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIMU

Jeckpuntops! (ypOBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTeIH

OneHka Kommnerenrim
TOCTYKCHHSI pe3YJIbTaTa)

YK-6 Ha nocrato4HOM ypOBHE IIPOEKTHPYET TPACKTOPHUIO CBOETO
poeCCHOHAIILHOTO POCTa U JIMYHOCTHOTO Pa3BUTHSL, pacIIUpsET
CBOH IpO(eCCHOHANBHBIN KPyTro30p: MPHOOPETAET U UCIIOIb3

«3a4TEHOY
(50 - 100 6amoB)

VK-6 He mpoektupyer TpaekTopuio cBoero nmpohecCHOHAIBHOTO POCcTa U
JUYHOCTHOTO Pa3BUTHsA, pPaCIIUpPSIET CBOW MpodheCCHOHAIBHBIN
KpYyro3op: NpuoOpeTaeT U UCIOIb3

«HE 3a4TCHO»
(0 - 49 GannoB)

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl IO OCBOCHHM IO TMCIUILIMHBI (MOXYJIA)

5.1 Meronuueckue yKa3aHus IO OpraHU3alUN CaMOCTOSITEIbHOM paboThl 00yUYaromuXCs:

[Tpuctynas x M3y4EHHIO AMCLUIUIMHBI, B NEPBYIO odepelb OOydarolMMcs HEOOXOIUMO O3HAKOMMTBCS
conepkanreM pabouei mporpammbl aucturummabl (PIT[]), koTopas ompenensieT comepskaHue, oObem, a
TaKXKe MMOPAJO0K N3yUeHHsI U IIPENoAaBaHus yueOHON AUCIUILINHBI, €€ Pa3/elia, YacTH.

Jlnist caMOCTOSTENbHON pabOThl BAKHOE 3HaUEHUE UMEIOT paszieibl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauueckoe U HH(popMaIMoHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruaabHO-TEXHUIECKOe
o0ecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «OO0beM U conepkaHHWe IUCIMIUIMHBD) YKa3bIBAIOTCS BCE pasfeNibl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAKXKEe BUJBI 3aHATHH U TNIAHUPYEMBI 00bEM B aKaJJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe ©  HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY —yKa3aHa
peKoMeHayeMasi OCHOBHAs U IONIOJIHUTEIbHAS JINTEPATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne IUCLHUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COIEPKUTCS MEpeuyeHb
npo¢eCCHOHAIBHBIX 0a3 TaHHBIX U MH()OPMAIIMOHHBIX CIPABOYHBIX CHCTEM, HEOOXOAUMBIX JUII OCBOCHUS
JUCLUIUINHBL.

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TEOPETHUECKUMHU MaTepHallaMy 110 TUCIUILIIMHE

[Tpu n3yuennn u npopaboTKe TEOPETUUECKOTO MaTepraia HeoOX0IUMO:

- IPOCMOTPETH €IlIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAaHHOM IOMOJIHUTEIbHOU
JIUTEPATYPBL;

- IIPA CAMOCTOATEIbHOM M3Y4YEHHH TEOPETUYECKON TEMBI CAENIATh KOHCIIEKT, HCIOJIb3Yysl PEKOMEHIOBAHHbIE
B PITJI ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPABOYHbIE CUCTEMBI:

- OTBETUTH Ha BOIIPOCHI JIsl CAMOCTOATEIILHON pabOoThI, TIO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJIHUTENBHOM JIHUTEPATYpOl SBISETCS IIaBHOM (OpMOIl caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAaHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKLIUH.

KoHCHeKT JIeKInu JOKEeH coliepKaTh pedepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHCIIE C
ornopoii Ha pasMmeleHHble B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KoHCeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKd BbIIa4uH
MPe3eHTAlUi JIEKIUH WM B OTACNIBHOW TeTpaau mo mpeamery. OH JOKeH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.




KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBbHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI COJEPIKaTh
OTBE€ThI Ha Ka)KI[BIﬁ IOCTaBJICHHBII B TEME BOIIPOC, HUMCTL CCBUIKY Ha HWCTOYHHUK I/IH(bOpMaI_[I/II/I C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa HW3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
Koucmexkt moxer 6I>ITB OIMOPHBIM (COI[ep)KaTB JIUIIIb OCHOBHBIC KIIFOYEBLIC HOSI/II_II/II/I), HO TIpU 3TOM
MO3BOJISIIOIIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OMpeaAciACTCa CaMUM CTYACHTOM.

B nporecce paboThl ¢ OCHOBHOM W JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XOAYy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIO IJIaHA (COB,Z[aBaTI: MEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011IeHe OCHOBHBIX BOIIPOCOB PabOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHaIMK 10 IOATOTOBKE K OTAEIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS

CobecenoBanue MpennojaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH [0 BOIpOcam
MPAKTHYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
paszgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXKET TPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:

- IPaBUJILHOCTH OTBETA IO CO/IEPIKAHUIO;

- IOJIHOTA U TITyOWHA OTBETA;

- CO3HATENIbHOCTh OTBETA;

- IOTUKa U3JI0KECHUS MaTepuaa;

- PalMOHAJILHOCTh UCIIOJIb30BaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUs TOCTABIEHHON yueOHO! 3a1auu;

- CBOEBPEMEHHOCTh U A((HEKTUBHOCTH UCIIOIB30BAHMS HATMISIHBIX MOCOOM U TEXHUYECKUX CPEACTB MPHU
OTBETE;

- HCTIOJIb30BaHMUE JIOMOTHUTEIILHOTO MaTepuarna;

- palMoOHAJIbLHOCTD HUCIIOIB30BAaHUSI BPEMEHU, OTBEJICHHOTO Ha 3a/1aHue.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTUYECKOTO 3aHATH. [Ipy BBICTYIUICHHH C MPE3eHTalMell HeoOX0MuMOo oOpaIiaTe BHUMAaHHE
HA TaKWe MOMEHTHI KaK:

- colep)KaHUE TPE3CHTALMU: aKTyalbHOCTh TEMbI, MOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COMAEp)KaHUE,
COOTBETCTBHE 3asBJICHHOM TEMbI COJIEP)KaHNIO0, COOTBETCTBHE METOAUYECKUM TPEeOOBAHUAM (LIETTU. CCHUIKU
Ha PECYpChl. COOTBETCTBHUE COACpPKAHUS U JIMTEPATyphl), MpaKTUUeCKas HaNpaBIeHHOCTb, COOTBETCTBUE
cofiepaHusl 3asBICHHON QopMe, aJleKBaTHOCTh UCIOIb30BAHUS TEXHUYECKUX CPEACTB YUeOHBIM 3ajlauaM,
MOCJIEZIOBATENBHOCTD U JIOTUYHOCTD MPE3EHTYEMOT0 MaTepuara;

- odopMiieHHE TMpe3eHTAlMU: O00bheM (ONMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpaUKd U aHUMAIMH, 3ByKOBO€ OQOpMIIEHHE, CTPYKTypUpOBaHHE UHOpMAINH,
COOTBETCTBHE 3asBICHHBIM TpPEOOBAaHUSM), OPUTHHAIBHOCTH O(OPMIIEHUS, SCTETHKA, HCIIOJIb30BaHUE
BO3MOXKHOCTH MPOTPAMMHOM CpPeIbl, COOTBETCTBHE CTaHIAapTaM o(pOpMIICHUS;

- TMYHOCTHBIE KaueCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIOIEHUE PErIaMeHTa, SMOIIMOHATIBHOCTh, YMEHUE
OTBETUTH Ha BOIIPOCHI, CUCTEMaTU3UpPOBaHHbIE, INTyOOKKE U MOIHbIE 3HAHUS 110 BCEM pa3jiesaM MporpaMMmbl:
- coiep)aHWe BBICTYIUICHHUS: JIOTUYHOCTh H3JI0KEHHUS Marepualia, PacKpbITUE TEMBbI, JIOCTYIHOCTh
uznoxkenus, d3PpdextuBHoCcTh npuMeHeHus cpeacts HWKT, cmocoObl u  yciaoBHs —JIOCTHXKEHHUS
pPEe3yNBbTaTUBHOCTH W 3(P(EKTUBHOCTH U1l BBIMOJHEHHS 3a/1a4 CBOeH MpOo(eCCHOHAIBHONW WM Y4eOHOU
NeSITeNIbHOCTH, JI0Ka3aTeJIbHOCTh MPUHUMAEMbIX PEIICHUM, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHMUS,
BBIBO/IB.

6. YueOHO-MeToAUYecKOe U MHPOPMALIMOHHOE 00ecnieYeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:
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1. Topnykanosa [.®., 3axapuyk T.B., IlnemkeBuu E.A. JlokymenrtoBenenue : yueOHuUK. - CIIO.:
[Tpodeccus, 2013
2. MengeneBa O.B. OdopmiieHre opraHu3aliiOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB : JIEKIHs. - TaMOO0B:
[buznec-Hayka-O6mecTBo], 2011. - 52 c.
3. Hoponuna JI. A., Banona JI. A., KapneiueBa E. B., [Tmienko A. B., Pacuxuna JI. @. [lokymeHToBeI€HNE
: YUeOHHK U TIPaKTHKYM JUISL BY30B. - Tiep. U Jom; 2-€ u3fd.. - Mocksa: FOpaiit, 2021. - 309 c. - Tekct :
snextpouHsiii // DBC «FOPAWTY [caiit]. - URL: https://urait.ru/bcode/468838
4. Aoynanze JI. I., Bempsokkuna U. b., MacnoBa B. M. JlokymeHTalimoHHOE OOCCIIEUCHHE YITPABICHUS
MEPCOHAJIOM : YUeOHUK U MPAKTHKYM IS BY30B. - TIep. U JOIT; 2-¢ u3Ml.. - Mocksa: IOpaiit, 2021. - 370 c. -
Texcr : snekrponusiii // DBC «IOPAWT» [caiit]. - URL: https://urait.ru/bcode/477699
5. Tl'anuesa H.B., I'anues XX.K. JlokymenTannonHoe obecrnieuenne ynpapneHus. - Mocksa: MUCuC, 2021. -
188 c. - Tekcr : anmexrponHsi // OBC «KoHcynpranT cTyneHta By3a u MeaBy3a [calT]. - URL:
https://www.studentlibrary.ru/book/ISBN9785907227507.html
6. Cemxo, 1. A., Antyxosa, JI. A. OcHOBBI AeTONPOU3BOJICTBA : yueOHOEe Tocobue. - Bech cpok oxpaHbI

aBTopckoro mpasa; OcHOBBI nenonpousBojactBa. - CraBpononb: Cekoits, 2018. - 119 c. - Teker :
anekTpoHHubi // [IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/92992 html
7. lysanosa H. H., IBanosa A. FO. OcHOBBI 1€7101POU3BOACTBA. SI3bIK CITyKeOHOTO JOKyMEHTa : Y4eOHUK

U TIPAaKTUKYM ISl BY30B. - IIep. U Aom; 2-¢ u3l.. - Mocksa: FOpaiit, 2022. - 428 c. - Tekct : 3neKTpoHHbIH //
OBC «FOPAUT» [caiiT]. - URL: https://urait.ru/bcode/487706

6.2 JlononHUTENbHAS JIUTEPATYpA!

1. Kopnees 1.K., [Tienko A.B., Mamrypues B.A. Ynpasnenue nokymenTamu : yueOHuk. - M.: UHOPA-M,
2012.-299 c.

2. KynsieB, H. H., Ypanos, JI. H., ®abpuunoB, A. I. [lokymeHTtoBenenue : ydeOHuk. - 2023-04-20;
JHloxymenToBenenue. - Mockasa: Jloroc, 2015. - 352 c. - URL: https://www.iprbookshop.ru/70692.html

3. ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOECIIeYeHHE yIpaBlIeHUs : y4yeOHO-IIpaKTH4YecKoe mocodue B
cxemax, Tabnunax, obpasmax. - 2025-03-25; JlokymeHTanMOHHOE oOecriedeHue ympasieHus. - Cypryr:

CypryTckuii rocyjapCTBEHHBIN negarorndeckuii yausepeutet, 2019. - 240 c. - Teker : anexktponHsiii / IPR
BOOKS [caiit]. - URL: http://www.iprbookshop.ru/94291.html

6.3 VlHble HICTOUHUKHU:
1. bubnuorexa 'OCToB - www.vsegost.com
2. [Topran «Apxussl Poccuny» http://www.rusarchives.ru - http://www.rusarchives.ru

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUILIMHBI, IPOrPpaMMHOe odecriedeHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBbIE CTIPABOYHbIE CHCTEMbI

I[JIH MMPOBCACHUA 3aHATHN 110 JUCHUITIINHE HGOGXO,Z[I/IMO CJICAYyIOIICC MAaTrCpUaJIbHO-TCXHUYCCKOC
OGCCHC‘-IGHI/ICZ yqe6HHe AyauTOpruu JId TIPOBCACHUA 3aHATUN JICKHIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
IPYIIIOBbIX M WHIUBHUIYaJIbHBIX KOHCYJIBTALMM, TEKYyLIEr0 KOHTPOJII M IPOMEKYTOYHOM arTecTalud,
IIOMCIICHUSA OJIs1 CaMOCTOSITEIILHOU pa6OTI:I.

VY4eOHble ayTUTOPUN U MTOMELICHHUS ISl CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbl0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPEACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust AJ1si CaMOCTOSITEIBHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOW C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHreM JloCTyna B AIEKTPOHHYIO
HH(pOPMAITMOHHO-00pa30BaTEILHYIO CPENy YHUBEPCUTETA.

Jlnist mpoBeeHusl 3aHATHI JIEKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIMOHHOTO 000PYI0BaHUS,
o0eCIeunBaroIIe TEeMAaTHIECKUE WILTIOCTPAUU (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS TOCKA).

JInnieH3MOHHOE U CBOOOHO pacipoCTpaHsIeMoe IPOrpaMMHOE 00ecTIeueHHe:
Microsoft Office [Ipodeccronanbhsrii mioc 2007



Kaspersky Endpoint Security mans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Onepannonnas cucrema Microsoft Windows 10
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URL: https://www.studentlibrary.ru

9. lndposoii obpazoBarenpHbIin pecypc IPR SMART. — URL: http://www.iprbookshop.ru

10. Koncynwsrant crymeHta. ['ymMaHuTapHble HayKH: OSIIEKTpOHHO-OMOmmoreunass cuctema. — URL:
https://www.studentlibrary.ru

11. Hayunas snexkrponnas oubianoreka eLIBRARY.ru. — URL: https://elibrary.ru

JJIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mpernomaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEUMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOIb3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00pa30BATEILHON CPEie YHUBEPCUTETA.
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