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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
OCBOCHHUS JUCIUILTUHBL:

- IeJaroruyecKuit
- COMPOBOXKICHUS

1.3 JlucumrinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroHIMXCsl K Mpo(ecCHOHaIbHOM AEATEIbHOCTH B
cepe: 01 OOpazoBanue u Hayka (B cdepe MOIMIKOIBHOTO, HAYaJIBHOTO OOIIEro, OCHOBHOTO OOIIEro,
cpeaHero obmero obpa3oBaHus, NPOo(EecCHOHATBHOTO O00y4YeHHs, NPOPECCHOHAIBHOTO 00pa30BaHMS,

JOTIOJTHUTEIBHOTO 00pa30BaHMs)

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

O06001TIeHHBIEC TPYIOBEIC
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH
npodeccroHaIbHBIC
JercTBUs (IPU HATTHYIAN
npodcTangapra)

Konx n HammeHoBaHme
xommnereniuu ®I'OC BO,
HEOOXOIUMOM 1151
(hopMHUPOBaHUS TPYIAOBOTO
WIH PO CCHOHATBLHOTO
JIeHCTBHS

MHankaTtopbl JOCTHKEHUS] KOMIIETEHIIAM

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

[IpoexTupyeT TpaeKTOpUIO CBOEro NpodecCHOHAIBHOTO
pocTa M JMYHOCTHOTO pa3BUTHUS, pacUIMpseT 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 CBs3eH JAUCIMIIINH, OGCCHG‘-II/IBaIOH_II/IX OCBOCHHC KOMHeTeHL[I/II\/Ili

VYK-6 CnocobGeH ymnpaBiiTh CBOUM BpEMEHEM,
TPAEKTOPHUIO CAMOPA3BUTHS HA OCHOBE IPUHIIMIIOB 00OPAa30BaHUS B TEUCHUE BCEH KU3HU

BBICTpauBaTb U PCaIM30BbIBATH

No
n/n

HanmenoBanme
JMCIUATUINH,
OTIPEIICIISTFOTITIX
MEKTUCITUTUTHHAPHEIE
CBSI3HU

®opma oOyueHus

Ounas
(cemecTtp)

3aouHasn
(cemectp)

112(3(4]|5]6

1123 (4]|5]6

—

ApnantuBHas
(busnueckas KyabTypa
B
CaHaTOPHO-KYypOPTHOI
CUCTEME

2 |AmantuBHasg
(husnueckas KyasTypa
B CHICTEME
31PaBOOXPAHCHHUS

3 |AmanTuBHas
(husnueckas KyasTypa
B CHICTEME
o00pazoBaHUs




AHaIuTHYECKOE
YTEeHUE

busnec-niaanupoBanu
e B At HBeCT

Buonorus pa3BUTUA
YCJIOBCKA B HOpMEC U
maToJIOruu

bpennunr

Bsenenue B
3BYKOPEKUCCYPY

Bgenenue B
MPOCKTHYIO
JIeITETLHOCTD

10

Beenenue B
TICUXOJIOTHIO
KPU3UCHBIX
COCTOSIHUH U
OTKJIOHSIOIIETOCS
MTOBEICHHS

11

Buasl, meTons u
TEXHOJIOTUH B
npodaitnmare

12

Boskarckuit
MIPAKTUKYM

13

Boccranosnenue
HUCTOPUH CEMBH T10
OTKPBITHIM
HH(POPMAITHOHHBIM
0a3aM JaHHBIX

14

T'eneTnka yemoBeka

15

T'eononutuka u
IMOJIMTUYECKAS
reorpadus

16

JIBUTaTenbHBIN
peXuM (HHCTPYKTOP
Mo pU3HIECKOM

KYJIBTYpE)

17

JleBanbBaliysi HOPMbI
MICUXUYECKOTO U
JUYIHOCTHOTO
pa3BUTHS: TIPUYUHBI U
MOCIIEAICTBHSA

18

Hemorpaduaeckue u
MUTPAIMOHHBIC
MPOIIECCHI

19

Jlmaraoctuka u
TICHXOJIOTHYECKUE
TEXHOJIOTUH

PO ITAKTHKA
OTKJIOHSIOIIETOCS
TIOBEICHUS

20

JlokymMeHTHpOBaHKE
JIESITENBHOCTH
KaJpOBOM CITY>KOBI

21

JlokymMeHTHpOBaHKE
TPYLOBBIX OTHOLIEHUH




22

3amnuck rojioca u
UHCTPYMEHTOB B
CTYAMH 3BYKO3AMUCH

23

3apyOexxHas
JUTEpaTypa U BHI30BHI
COBPEMEHHOCTH

24

3n0poBbe-PopMUpyIo
IIME TEXHOJIOTHH B
o0Opa3oBarenbHON
cpene

25

I/II‘pOBBIe TCXHOJOTHUH

26

HHCTUTYT ceMbU B
COBPEMEHHOM
olmecTBe

27

MHTepHEeT-aHATUTHKA
— OCHOBa
TIPO/IBIKEHUS
COBPEMEHHOTO
MPEIIPUATHS

28

Kax 1r06uTh pederka:
SMOIMOHAILHBIN
KOMIIOHEHT
POIUTEITHCKOTO
OTHOLICHHS

29

KommyHukanus u
KOMMYHHKATHBHAS
KOMITETEHTHOCTD

30

KommraeHe B cucteme
obecreueHus
0e3011aCHOCTH
OusHeca

31

Kommiexcuas
JKOHOMHYECKast
0e3011aCHOCTh
OusHeca

32

Koutposns 3a
WCTIOJTHEHHEM
PEMOHTOB B
MHOTOKBapTHPHBIX
JIoMax

33

Koyuunr

3 dexTuBHOTO
oOmenus. Texuuku
pa3BUTHUSA
SMOIIMOHAIEHOTO
WHTEIJIeKTa

34

KpenutoBanue
(hM3HUECKUX JTUT]

35

Kputnueckuii
WHCTPYMEHTapUi 1
TIPUHSTHUS PELIEHUN U
apryMeHTaIus

36

KynsTuBupopanue
MHUKPOOPTaHHU3MOB

37

JIuarBHCTHYCCKAS
OKCIICPTHU3a CIIOPHBIX
TCKCTOB




38

JIuteparypa pycckoro
3apyOeKbs

39

JInunoe
TUTAaHUPOBaHUE U
yIpaBJICHHE PaboIrM
BpEMEHEM

40

MeHeKMEHT
Kapbephl: KaK CTaTh
YCIEITHBIM
PYKOBOIHTEIIEM

41

Meronuka
OpraHu3aiuit
MacCCOBBIX
TYpPUCTCKUX
MEpOTPHUATHIA:
COpPEBHOBAHMS, CIIETHI,
TTOXOJTBI

42

Mertoanka
OpraHu3alui
JKCKYpCUH U
9KCKYPCHUOHHBIX

TypOB

43

Mertoanka
COCTaBJICHUS
POIOCIOBHOM

44

MGTOL[LI HU3yUCHUA
IMOBCCAHCBHOCTH

45

Mertoasl uzydeHus
CEeMBH

46

MexaHu3MBI
MPOTEKAHUS
OpTraHUYECKUX
peakiuit

47

Mup coBpeMeHHOTO
HCKYCCTBa:
MOCTMOJICPHUCTCKUN
MPOCKT

48

Mopga ¥ TUMYHOCTHBII
pecypc

49

Mopnenu 31eKTpOHHOM
KOMMEPITHH

50

MonexynapHas
MUKPOOHOJIOTHS U
BHUPYCOJIOTHUS

51

MonexynspHO-010I0T
WYSCKHUE OCHOBBI
MOBEJACHUS U
3aBUCUMOCTEH

52

MotuBanus B
KOYYHMHIEe

53

Haioroo6noxenne
OnsHeca

54

Hopwme! u paBra
COBPEMEHHOTO
3THKETA

55

HopwMsI s1361K0BOTO
OOIIEHUS B yCTIOBUSX
BUPTYaJbHOU CpEIIbI




56

Oo6mmas ¢pusnonorus
MHUKPOOPTaHU3MOB

57

OrnepaTuBHas
TICHUXOIMAarHOCTHKA
JMYHOCTH

58

Opraam3amoHHO-TIpa
BOBBIE OCHOBBI
JIESTeTbHOCTH
HEKOMMEPYECKUX
OpraHu3aiuit

59

Opraam3aius paboTs
C IeThMHU

60

Opranusanus padoTsI
C ceMben

61

Opraam3aius paboTs
CTIOPTUBHOTO Cy/IbU
10 W30PaHHOMY BHIY
criopra

62

Opraam3anus
pasBuBaroLIen
MPEIMETHO-TIPOCTPAH
CTBEHHOU Cpejibl

63

OCHOBHBIE TIPUEMBI
3 pexTuBHOM pabOTHI
¢ uabopManmen

64

OCHOBBEI
apryMeHTaIuu

65

OCHOBBI OHPKEBOTO
Jena

66

OCHOBBEI
BHI€00JIOTHHTA

67

OCHOBBI BU3yaIbHOM
NICUXOINarHOCTUKU U
npodaiiauara

68

OCHOBEI JIET0BON
KOMMYHUKAIH Ha
WHOCTPAHHOM SI3BIKE

69

OCHOBEI
KOH(IMKTOIOTUN

70

OcHOBBI
KONUpaNuTHUHTa

71

OCHOBBI KOyYHHTa

72

OCHOBEI JIOTHKHA

73

OCHOBEI JIOrOneauu

74

OCHOBBI OpTaHU3aAITAH
paboThI ¢ MOJIOAEKBIO

+ |+ +

+ |+ +

75

OCHOBBI MMPaBUJIBHOTO
INUTaHUA

76

OCHOBBI
MIPEIOCTABICHHUS
JKUJTHITHO-KOMMYHAJIb
HBIX YCIYyT
HACEJIEHUTO

77

OCHOBHI peKJIaMbl

78

OCHOBBI peKpeaIoruu




79

OcHOBEI
COBpPEMEHHBIX
METOI0B (HPU3NIECKOTO
aHaJn3a BeIeCTBa

80

OcHoBBI cyneOHON
JIMHTBUCTUYECKOM
IKCTICPTH3BI

81

OCHOBBI yIIpaBJIeHUSA
MIEPCOHAIOM

82

OCHOBHI (PU3HOIOTHI
U TUTUEHEI AeTel

&3

OcHOBEI
3¢ PEeKTUBHOTO
MEHEKMEHTA

&4

Ilegarornueckuii
aApPTUCTU3M

85

Ilenarornyeckuii
JU3alH TeXHOIOTHI
0o0ydJeHus

86

ITuceMeHHBIN
nepeBojl JOKyMEHTOB
(DU3HYCCKUX JIUI]

87

IIncepMeHHBIN
MePEBOJT JOKYMCHTOB
FOPUIUICCKUX JIHIT

88

IIoBenenue B
MTyOTMIHBIX MECTaX

&9

IToBenenue
norpeduTener u
KOMMYHHKATHBHAS
TIOJTUTHKA

90

TToBcenHeBHBIE
pasroBophI

91

ITo3nanwme cebs yepes
NPaKTHYECKYIO
TICHXOJIOTHIO

92

ITo3nanwme cebs yepes
TICUXOTUArHOCTUKY

93

Tlonsarue
IICUXO0JI0TUYCCKOM
TpPaBMBI B
COBPEMEHHOM
IICUXOJIOTHH

94

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

95

[IpakTrky™m no
UTPOBBIM
TEXHOJIOTUSM

96

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




97

[IpoGiema cmpicia
JKU3HH U [IEHHOCTH B
¢unocodun

98

[IporpammupoBanue
Ha s3b1ke Python.
basoBelii Kypc

99

[IporpammupoBanue
Ha s3b1ke Python.
[IponBuHYTHIH Kypc

100

[IporpammupoBanue
Ha s3b1ke Python.
Pazpaborka
BEO-IIPUIIOKEHUH C
UCIIOJIb30BaHUEM
Flask

101

IIpoexTHbI ceMuHap

102

TTcuxuka u Mo3T

103

IIcuxonorus
OJIarOIOITYIHs, HITH
TICHXOJIOTHUS
CYACTIIMBOTO
YenoBeKa

104

Tlcuxonorns
JIEBUQHTHOU
JINYHOCTH

105

Tlcuxomnorus nercrea

106

Ilcuxomorus UI'PBI

107

Tlcuxonorns
KpEaTUBHOCTH

108

TTcuxonorus
KPUTHUYECKOTO
MBIILUIEHUS

109

TTcuxonorus
MOJOJOCTH U
3peNOoCTH

110

TIcuxomorus
MOJIPOCTKOBOT'O U
FOHOIIIECKOT'O
BO3pacTa

111

IIcuxonmorus panHero
BO3pacTa

112

Tlcuxonorns
TBOPUYECKOTO
CaMOpPa3BUTHS

113

Tlcuxonorns
YIIPaBICHAS
MIEPCOHAIIOM

114

ITcuxoduznonormaeck
W€ OCHOBBI TTOBEICHUS
Y KOTHUTHBHBIX
(yHKIMIA

115

IIyGnuanas ciryx0a B
cucreme
TOCYIapCTBEHHOTO U
MYHUIUIAIBHOTO
yIpaBIICHUSI

10



116

PazButue nuaepckoro
MOTEHIINAIA
PYKOBOAMTEIS

117

PomocnoBHO-O0norpad
MYECKOe KpaeBeAeHUE

118

Pycckas
nUcaTebCKast
kputnka XIX-XXI
BEKOB

119

CaMOMEHEIKMEHT:
METOIHUKH U
TEXHOJIOTUH

120

CamopasBuTHe u
aKTepcKoe
MacTepCcTBO

121

CseneHue u
MaCTEPHUHT B CTYIUH
3BYKO3AIHUCH

122

CoBpeMeHHAas XUMUS
U OKpY’Kalolias cpenia

123

CoBpeMeHHbIE
HHCTPYMEHTBI JINYHOM
3¢ (HeKTUBHOCTH

124

CoBpeMeHHbIE
MapKETUHTOBBIC
TEXHOJIOTUU

125

CoBpeMeHHbIE
METO/IBI XUMHUYECKOTO
aHaJM3a B
KPUMUHAIIMCTUKE

126

CoBpeMeHHbIE
MOJICKYJISIPHO-0HOI0T
WYECKUE U
MUKPOOUOJIOTHICCKIE
METO/IBI B
KPUMUHAIIMCTUKE

127

CoBpeMeHHbIE
TIOIXOJTBI K
MEPCOHANTBHOMY
MEHEPKMEHTY

128

CoBpeMeHHbIE
JKOJIOTUYECKHE
MPOOIEMBI

129

CounajibHbIE CETH KaK
KOMMYHHKAIIHOHHBIC
KaHaJIbI

130

CrannmapTu3aius u
yIpaBlicHHE
KaueCTBOM B
pECTOpaHHOM U
TOCTHHUYHOM
om3Hece

131

Crapran
«Art-pa3BuTHe»,
MPUMEHEHNE METOJIOB
apT-TepaneBTHYECKON
paboThl B colMabHOM
MIPOEKTE

11



132

Crapram uepe3
COLMAJIbHBIE IPOEKTHI
B HEKOMMEPUYECKOM
OpraHHU3aIuu

133

CTapTar[: HUJCA C HYJIA

134

Crapram: oT uaeu K
MVP

135

Craprar: npakTHKa
CO3IaHUS
COOCTBEHHOTIO
OousHeca

136

Crpareruu u npaBuiia
0€3011aCHOrO
WHBECTUPOBAHHS Ha
(hMHAHCOBBIX PHIHKAX

137

Crpareruueckuit
MapKETUHT

138

CrpaxoBaHue
JMYHOCTH

139

Crpecc-MEeHEKMEHT
u 3 dexTHBHOE
B3aMMOZCHCTBHE

140

TekcT u [uckypc B
Hurepuere

141

TeopeTuxko-MeToan4e
CKH€ OCHOBBI
BOXKATCKOMN
JIESTeTbHOCTH

142

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

143

Teopust u mpakTUKa
CyJielicTBa 10
n30paHHOMY BHITY
cropTa

144

Texnomorun
BOXKaTCKO
ESTENLHOCTH

145

TexHooruu AeI0BOTO
o01eHns

146

Texnonoruu
KOPPEKIMH PEYEBBIX
HapyIllIeHu! y aertei
JIOLIKOJIBHOTO
BO3pacTa

147

Texnonoruu
Menualuy B
pa3peieHuu
KOH(IMKTHBIX
CUTyanui

148

TexHONMOTHM Pa3BUTHUS
BBICIINX
MICUXUYECKUX
(hyHKIHI

149

Texnomoruu
pedeKCHBHO-TBOpUEC
KOTO CaMOpa3BUTHS

12



150

TexHoorus u
OpraHu3alus
TOCTUHUYHO-PECTOpPaH
HOTO KOMILJIEKCa

151

Texmonorus u
OpraHHU3aIus
KOMMEPYECKOU
JIeITENHHOCTU
TOPTOBOTO
MPEIIPUSATUS

152

TpeHuHr
«Maitaa-putHEC)

153

VYnpasneHue B
conuanbHOU cepe

154

YnpasneHue
00I1IECTBEHHBIMU
OTHOIIECHUSAMUA

155

Yrpapistonuii
pECTOpaHOM: Kapbepa,
passutHe u soft-skills

156

dopmupoBaHue
ACCOPTHMEHTAa U
yIpaBJeHHe
TOBApHBIMHU 3aIllacaMH

157

DyHKIMOHATbHAS
COCTAaBJIAIONIAs

3 dexTuBHOTO
MEHEHKMEHTA

158

Hudposas kyasrypa

159

Hudposoit MapKkeTHHT
u SEO

160

DKOIOTHus aTMOC(EPhI

161

Oxosnorus
ruznpochepsl

162

DKOHOMHKO-TTPABOBBIC
aCIeKTHI CO3JaHus U
pa3BUTHUSA
COOCTBEHHOTO
OuzHeca

163

DKCHepTr3a u OIeHKa
KauecTBa TOBApOB

164

ONEeKTPOHHBIN
Ou3Hec. DIeKTpOHHAS
KOMMEPITHS

165

OHepro3pdexTuBHOCT
b H
3HEprocOepeKeHNE B
KWITHITHOU cdepe

166

OTHOKYNETYpHBIE
pETHOHBI MUpa

167

SI3BIK KaK 0OBEKT
CyAcOHOM IKCTIEPTHU3HI

168

S13BIKOBast IUYHOCTH B
BUPTYaIbHOM
MIPOCTPaHCTBE

2. MecTo nucuuiuiaabl B cTpykrype OIl 0akanaBpuara:

13



14
JNucrtunmHa «OCHOBBI YIIPaBICHHUS JOKYMEHTAIMEH» OTHOCUTCS K 00sS3aTeIbHOM YacTh yYeOHOTO IjIaHa
OII mo Hanpapnenuto moArotoBku 44.03.02 - I1cuxonoro-negarornyeckoe o0pa3oBaHUeE.

Jucuunnuza « OCHOBBI yIIpaBIEHUs JOKYMEHTAILMEN» n3ydaeTcs B 2 CEMeCTpe.

3.00beM u conepxaHHue TUCUUILINHBI
3.1.00peM QUCHUILUIMHEL: 2 3.€.

Oumnast: 2 3.¢.

3aounas: 2 3.e.

. Ounas 3aoyHas
Bun yueOHo# paboTh
(Bcero yacoB) | (Bcero 4acosB)
O0mast Tpy10éMKOCTb TUCHMILIHHBI 72 72
KonrakTHast pabora 32 8
Jlexmmm (JIextmm) 16 4
[Tpaktuueckue (Ilpakt. pab.) 16 4
CamocrositensHas padota (CP) 40 60
3ader - 4
3.2.ConepxaHue Kypca:
No HazBanue Bun yuebnol pabotsl, yac. | ®OpMBI TEKYIIETO
TEMBI paszzerna/TeMsl Jexuun | Ipakr. CP KOHTPOJIS
pao.
O|3[0O0|3 |03
2 ceMecTp
1 Tema 1. JlokymeHT B [ToaroroBka
cucreme 2 - 2 - 8 | 10 IIEKTPOHHON
yTpaBICHHUS pe3eHTAIIN
2 Tewma 2. IIpaBuna pelieHne
TOKYMEHTHUPOBaHUS KOHTEKCTHBIX,
yIpaBiIeHUYECKOI CUTYaI[MOHHBIX
NeSITeIbBHOCTH 3aj1a4y
(Bemonuenue
MPAKTHYECKUX
3aJIaHNM ); pereHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
4 2 4 2 8 | 10 3a;aq
(Bemomnuenue
MPAKTHYECKUX
3aJIaHNM ); pereHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3a1a4y
(Bemomnuenue
MPAKTHYECKUX
3aJIaHHI )




3 Tema 3. pelieHue
OpranuzanvoHHbIE, KOHTEKCTHBIX,
pacnopsiANTeIbHBIC CUTYaIlMOHHBIX
" 3aa4d
MH(OPMAITMOHHO-CII (Beimonunenue
paBOYHBIC MPAKTHYECKUX
JOKYMEHTBI 2 - 2 - 6 | 10 |3apmaHuii); pelieHue

KOHTEKCTHBIX,
CUTYaIlMOHHBIX
3ama4d
(Bemmonuenue
MPAKTHYECKUX
3a/1aHHi )

4 Tema 4. Cucrema ITonrotoBka
yTpaBICHHUS 4 i 4 i 6 | 10 JOKJIaza
JOKYMEHTaMH B
Poccun

5 Tema 5. [Toaroroska
Opranuzanus 212 (2 112]6]|10 IIEKTPOHHON
JTOKYMEHTO000pOTa Mpe3eHTAIIN

6 Tema 6. Xpanenue pelieHue
JIOKYMEHTOB B KOHTEKCTHBIX,
OpraHu3aluu CUTYaI[MOHHBIX

3aj1a4y
2 - 2 - 6 | 10 (Bemomnuenue
MPAKTHYECKUX
3a/IaHHM ),
BricTymenue ¢
JTOKJIaJIOM

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

Jokyment, ero ¢ynknuu. Knaccuduxamus mokymeHTtoB. CBoiicTBa JokyMeHTa. JlOCTOBEpHOCTH U
IopuAnYecKas cusia oUIraIbHOrO JOKYMEHTA.

IIpakTn4yeckoe 3ansATHE.
1. Yto Takoe «JOKYMEHT» U KAKOBBI €T0 OCHOBHBIE XapaKTEPUCTUKU?
2. B yeM coCTOUT cofep KaHue yIpaBICHHS JOKYMEHTaMM ?
3. B ueM cocTosT 00SI3aHHOCTH M TIOJIHOMOYHS B 00JACTH YNPABICHUS JOKYMEHTAMH PAa3IUYHBIX TPYIII
COTPYIHUKOB OpraHu3anuu’?
4. Yto TaKoe «cucTeMa ynpaBJieHHUs JOKyMEHTaMW» U KaKUMHU CBOMCTBaMHU OHA JIOJKHA 00J1a1aTh?
5. KakoBbl (hyHKIIMM CHUCTEMBI YIIPABICHUS TOKyMEHTaMuU?
6. Kakue TpeOoBaHus IPEABABISIOTCA K CUCTEME YIIPABICHUS JOKyMEHTaMu?
3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
IToaroroBka mpe3eHTanuu 1o TeMe

Tema 2. Tema 2. [IpaBuiia JOKyMEeHTHPOBAaHUS yIIpaBJaeH4YecKoil gesaTeabHocTH (YK-6)
Jlexknus.
OOm1ast XxapakTepUCTHKa HOPMAaTHBHO-TIPABOBOM 0a3bl JOKyMEHTHPOBAHUS YIPABICHYECKOH EATEbHOCTH.
[Tonsatus "pexBu3ut" u "dopmynsip" nokymenra. [IpaBuna odopmieHHs peKBU3UTOB. biaHk JOKyMeHTa.
Buisl GiaHKOB.
IIpakTnyeckoe 3ansATHE.
OdopmieHre peKBU3UTOB B COOTBETCTBUHU C TPEOOBAHUSAMU TOCYAapCTBEHHOTO CTPaHAapTa
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3ananus 1J151 CAMOCTOSITEILHOI padoThI.
OdopmiteHre peKBU3UTOB B COOTBETCTBUH C TPEOOBAHUSIMH TOCYIAPCTBEHHOTO CTpaHAapTa

Tema 3. Tema 3. OpranuzanuoHHbIe, pACIOPSAANTEIbHbICe H HHGOPMAIIHOHHO-CIIPABOYHbBIE
noxkymeHTsl (YK-6)
Jlexknus.
OcHOBHbIE BUIBl OpPraHU3aLMOHHBIX JOKYMeHTOB. [loaroroBka 1mraTtHoro pacnucanusa. Bunuel
pacropsIUTeIbHBIX JTOKYMEHTOB, X CTPYKTypa u odopmienue. Buabl U opopmieHrne MpoTOKOIOB U
akToB. OCHOBHBIE BU/IbI IEPETIUCKH.

IIpakTnyeckoe 3ansATHE.
. IlonroroBka JOKHOCTHOM UHCTPYKIIMH.
. [TogroroBka npukasa.
. IlonroroBka pacnopsKeHHUs.
. [TogroroBka pemieHusl.
. Ilonroroska nmporokoa.
. IloaroroBka axra.

~N N L W

. [logroroBka nuceMa
3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThI.
[ToaroroBka pa3nIuyHBIX BUJIOB JOKYMEHTOB

Tema 4. Tema 4. Cucrema ynpapiaenus 1okymenramu B Poccuu (YK-6)

Jlexknus.
OcHOBHBIE YPOBHHM YyIHpaBileHUs JOokymMeHTamMu B Poccum: QenepanbHbiif, ypoBHs cyObekToB PO,
MYHUIIUNAIBHBINA, ypOBeHb opraHuzanuu. OpraHu3aluoHHas CTPYKTypa CIIY>KObI JOKYMEHTAIHOHHOTO
o0ecriedeHUs1 YIpaBieHUs B OpraHu3anusx pasHoro ypoBHs. @opmbl opranumszauuu JIOY. JlokanpHast
HOpMaTHBHas 0a3a ynpaBJieHUs JOKyMeHTaMu B opranuzaiun. [lonoxenue o ciayx6e JOVY. PermamenTanus
JEeSTENbHOCTH paOOTHUKOB c1y)0b1 JJOY.

IIpakTH4eckoe 3aHATHE.

5. YcTaHOBUTE KO OpraHU3aIllMOHHO-TIPABOBOM (JOPMBI a) TOBApHUIIIECTBA COOCTBEHHUKOB XuJibs, 0) OAQO,
B) O0O.

PazpaboraiiTe mepeueHb HOPMATUBHO-TIPABOBBIX akToB 1o JIOY HEOOXOomuMBIX [JIsi OpraHU3aINHN
NESATETPHOCTH KaHUEISIPUU a) 00pa30BaTENbHOTO YUYPESXKACHHs, O) NPOMBIIIICHHOTO MPEINPHUSITHS,
BKJTFOYAFOIIHMH YeThIpe OoKa:

- (enepanbHbIC 3aKOHBI,

- MEXXOTpPACIIeBble HOPMAaTUBHO-TIPABOBBIC AKTHI,

- OTpaciieBble HOPMATUBHO-TIPABOBBIE AKTHI,

- JIOKaJbHbIE HOPMATHUBHO-TIPABOBHIC AKTHI.
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.

PazpaboraiiTe mepeueHb HOPMATUBHO-TIPABOBBIX akToB 1o JIOY HEOOXOmuUMBIX [JIsi OpraHU3aINH
NESATEILHOCTH KaHUEISIPUU a) 00pa30BaTENbHOTO YUYPESXKACHHs, O) NPOMBIIIICHHOTO MPEINPHUSITHS,
BKJTFOYAFOIIHI YeThIpe OoKa:

- (hemepasibHBIC 3aKOHBI,

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

- JIOKaJIbHBIE HOPMAaTHUBHO-TIPABOBBIC AKTHL.

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



[Tonatue moxKymMeHTOOOOpOTa. XapaKTEPUCTHKH JOKYMEHTooOopoTa. OCHOBHBIE MOTOKH JIOKYMEHTOB.
OKcnenuIMoHHass 00paboTKa BXOIIMX JTOKYMEHTOB. llpeaBapuTenbHOE pPacCMOTPEHUE IOKYMEHTOB.
O6pabotka ucxoasammx AoKyMmMeHTOB. Ilogcdyer m ontummsanus gokymMeHtooboporta. IIpaBuna u dopmsl
peructpanyu JoKyMeHTOB. Llenn um ypoBHHM KOHTpousisi ucrnonHeHHs. CpOKH HCIOJHEHUS IOKYMEHTOB.
[TocTanoBKa TOKyMEHTa Ha KOHTPOJIb U CHATHE C KOHTpoJsi. HoMeHknatypa aen opraHuzanuy. JKCIepTi3a
[IEHHOCTH JOKYMEHTOB.

IIpakTn4yeckoe 3ansATHE.
1. Ha ocHOBe M3y4eHHs1 HHCTPYKLUH 110 JI€JONPOU3BOACTBY KOHKPETHOM OpraHu3anuu pa3padoTainTe cxemy
MapUIpyTU3ALUHN BXOAALINX, UCXOJSIINX, BHYTPEHHUX JJOKYMEHTOB B HEH.
2. Ha ocHOBe JaHHBIX U3 KypHAJIOB PETUCTPALIUH BXOASALINX, UCXO/SIINX, BHYTPEHHUX JOKYMEHTOB
COCTaBbTE CIPaBKy 00 00beMe JOKyMEHTO000pOTa 3a MECSII, KBapTaJ, IO/

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
CocraBbTe oneporpaMMmy JBIDKCHHUS BXOIAIINX U UCXOASAIINX JOKYMEHTOB OpTaHH3aINH.

Tema 6. Tema 6. Xpanenue 10kyMeHTOB B opranuzauuu (YK-6)
Jlekumus.
[TonroroBka nen k nepepaye Ha apxuBHOEe XpaHeHue. lloHsTue onmcu. MeTOAMKH apXHBHOTO XPAHEHMS
NOKyMeHTOB. TpeOoBaHMsI K OOECHEUEHHUIO0 COXPAaHHOCTU JIOKYMEHTOB. YHHUTOXXEHHE JOKYMEHTOB C
HCTEKIINMH CPOKAMH XpaHEHUSI.

IIpakTH4Yeckoe 3aHATHE.
CocraBbTe OJIOK-CXEMY alNropuT™Ma pa3paboTKH HOMEHKIIATYPHI Je]l OpraHu3alIiH.
Onuiure IMOCJICAOBATCILHOCTD 3TAIIOB COCTABJICHHUA HOMCHKJIATYPBI ACJI MMOAPA3ACICHU .
3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThI.

Pa3paboraiiTe HOMEHKIATYpy JIeN JUIsl HeOOMBIIONH OpraHU3aIiH, 3aHUMAIOIIEHCS peKIIaMHOM
JEeSATeNbHOCTHIO, B KOTOPOW HET BHYTPEHHHX OTIEIIOB, a MPOU3BOACTBEHHBIE (DYHKIIMU 3aKPETIICHBI 32
OTJIEJIbHBIMU COTPYIHUKAMH.

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHBbIE CPEICTBA
4.1. Pactipenenenue 0auioB:
banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
BeicTyniieHue ¢ 10KJIa10M

Tema 6. Tema 6. XpaHeHHEe JOKYMEHTOB B OpraHU3aluu
1 KBanudukammonasle  TpeOOBaHUS K COTpyAHUKAM cITyk0b1 JJOV.
2 HopmupoBanue  Tpyda B JEIONPOU3BOJICTBE.
3 Buabl HOpM B JI€TTONTPOU3BOJICTBE.
4 Pacyer  ymcIeHHOTO cocTaBa ciykobl JJOV.
5. Bxopsmue 10KyMEHTOOTOKH

ITonroroBka nokaana

Tema 4. Tema 4. Cucrema ynpaiieHUs: JoKyMeHTamu B Poccun
1 JlokyMeHTHpOBaHUE YIPABICHYECKOH NEATETbHOCTH U JJOKYMEHTAIIMOHHOE 00CITy>)KUBaHHE KaK
I71aBHas o0ecrieyrBaomas (PyHKIHs yIpaBICHUS.
2 CoOTHOUICHUE TOHATHH «TOKYMEHTHPOBAHHE», «IEJIOMPOU3BOJCTBO, «I0KYMEHTAIIMOHHOE
o0ecrieyeHne yrpaBaeHHU.
3 3akoHOAaTenbHbIE aKThl U MaTtepuaibl mo JOV.
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18
4 PyxoBopsuiue TOKyMEHTHI I10 CTaHAapTU3ALUH.
5 KnaccudukaTtopbl TEXHUKO-3KOHOMHYECKON U COIMATBHOU HH(OpMAITUH.
6 Meroanuyeckue peKOMEHJAIMK B 00JIaCTH JAEONPOU3BOJICTBA U ApXUBHOTO JieNa.

IToaroroBKa 31EKTPOHHOM NPE3eHTALMU

Tema 1. Tema 1. JIoKyMEHT B cucTeME yIIpaBIECHUS
1 CumMmBoIIMYECKAas M YCIIOBHASI CUTHAJIU3ALIHS.
2 B0O3HUKHOBEHHE MUCHMEHHOCTHU U JOKYMEHTA.

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

4 CoOTHOIICHHE MOHATHH «UHDOPMAITHI) U «TOKYMEHT.
5 Omnpepenennie TOKyMEHTa B 3aKOHAX M CTaHAapTax.

Tema 5. Tema 5. Opranuzanus JOKyMEHTO000pOTa

1. PGFHaMCHTaHI/ISI Tp€6OBaHI/II>'I K COCTaBJICHHIO HOMCHKJIATYPbI ACJI B HOPMATHBHO-MCTOANYCCKUX
JOKYMCHTax

2. DNEeKTpOHHBIN oduc

3. ABTOMaTU3UpPOBAaHHBIE CUCTEMBI YIIPABJICHUS JOKYMEHTAMHU
4. KaapoBblii 2JIEKTPOHHBIN IOKYMEHTOOOOPOT

5. Byxrantepckuii 3eKTpOHHBIN TOKYMEHTOO00POT

pelleHne KOHTEKCTHBIX, CATYallMOHHBIX 32/1a4  (BbINnoJiHeHNe NPaKTHYEeCKUX 3aaHMil)

Tema 2. Tema 2. [IpaBuia JOKyMEHTHUPOBaHUS YIIPABIEHYECKON AESTEILHOCTH

1. Maiite onpenenenue gpenepanbHOMy HHGOPMAIMOHHOMY (DOHAY TEXHUUYECKUX PETNIAMEHTOB U
crangaptoB. Kakue mokymeHTsl oH BKiodaeT? B kakoit popme? Kewm cozmaercs dhona?

2. YcTaHOBUTE, KaKUE JOJKHOCTH CIIYKallUX, CBA3aHHbBIE C JeT0MPOon3BoACTBOM BKItoueHbl B OKITJ[TP?
3. YkaxxuTe 1o Kiaccu(pukaTopy MpaBOBbIX aKTOB KO/l yCTaBa MyHHIIUIIATBHOTO 00pa30BaHMUs.

4. TTo OK®DC (hopm coOCTBEHHOCTH) YCTaHOBHUTE KO (hOpMBI COOCTBEHHOCTH [0CyIapCcTBEHHOTO apXuBa
TamOoBckoii 00nacTu.

5. YcTaHOBUTE KO OpraHU3aIllMOHHO-TIPABOBOM (JOPMBI a) TOBApHUIIIECTBA COOCTBEHHUKOB XKuJibs, 0) OAQO,
B) O0O.

ITonroroska oOmiero OaHka.

IToaroroska OjaHKa MHCHMA.

[TonroToBka OylaHKa BHa TOKYMEHTA.

[TonroroBka OraHka CTPYKTYPHOTO TTOIPA3ICTICHHSL.

Nk -

IToaroroska Gi1aHKa JOKHOCTHOIO JIUIIA.
[ToaroroBka KOMITIEKTa OJTAHKOB OpTaHU3AINH

Tema 3. Tema 3. Opranu3zanioOHHBIC, PACTIOPSIUTENbHBIE H HH()OPMAIIMOHHO-CIIPABOYHBIC TOKYMEHTBI
[ToaroroBka npukasa.
ITogroroBka akra.
IlonroroBka nuceMa.
ITonroroska npoTokoa.

Nk -

IlonroroBka HOKJIaJHOM 3alIUCKH.
[ToaroroBka KOMIUIEKTa JOKYMEHTOB

Tema 6. Tema 6. XpaHeHHEe JOKYMEHTOB B OpraHU3aluu



1. CocTaBneHue oneporpaMmbl ABHKEHUS BXOAIIETO TOKYMEHTA

2.CocTaBieHHE ONEePOTrPaMMBbI IBH)KEHHS UCXOJSIIETO JOKYMEHTA

3. CocraBneHue orneporpamMmbl IBUKECHUSI BHYTPEHHETO TOKYMEHTa

4. Pa3paboTka CXeMBI COINIACOBaHMS, BU3UPOBAHNUS, MTOANNCAHNS PA3IMIHBIX BHOB JOKYMEHTOB
5. Pa3paboTka y4eTHBIX POpPM JOKYMEHTOB

4.3 TIpomexxyTouHas aTTecTalus 10 AUCIUILTMHE TPOBOAUTCS B hopMe 3aueTa

Tunosbie Bonpockl 3auera (YK-6)
. [IpaBmita opopmIIeHUST PEKBU3UTOB
. OpFaHI/I3aI_II/IOHHI:Ie AOKYMCHTBIL
. PactiopsimuTennbHbIC TOKYMEHTBI
. UHpOopMaIimoHHO-CIIPaBOYHBIE PEKBU3UTHI
. lokymeHTO000pOT

AN N kW N -

. Perucrpanus 10KyMeHTOB

TunoBble 3aganus 1s 3adera (YK-6)
1. IToaroroBka o6miero OaHKa OpraHU3aIHH.
2. [MonrotoBka OaHka MUChMa OpPTraHU3AIINN.
3. [ToaroroBka GiraHKa mpUKasa.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTeCTALMKI

JleckpunTopsl (YpOBHH) — OCHOBHBIC TIPU3HAKH OCBOCHHUS (ITOKA3aTeIu

Ornenka Komnerentuu
TOCTHKEHHMSI pe3ynbTaTa)

VK-6 Ha gocratoyHOM ypOBHE MNPOEKTUPYET TPACKTOPHIO CBOETO
«3a4TCHO» PO ECCHOHAIILHOTO POCTa W JIMYHOCTHOTO Pa3BUTHSI, PACIIUPSIET
CBOI po(heCCHOHABHBINA KPYT030p: MPUOOPETAET U UCIIONH3

YK-6 He mpoektupyer TpaeKTOpuio CBOETO MPOQEeCCHOHAIBFHOTO POCTa H
«HE 3a4TCHO» JUYHOCTHOTO PAa3BHUTHS, pacIIupseT CBOH NpodeccroHaTbHBIN
KPYro30p: MpUOOPETAET U UCTIONb3

5. MeTonnueckue ykazaHusi AJ1s1 00y4al0IIUXCS 110 OCBOCHUIO M CHUILTUHBI (MOLYJIs)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3aIlUN CaAMOCTOSTEIBHOM PadOThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OO0ydaromuMmcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxaHueM paboueii mporpammbl nuctuiuimabl (PITJ]), xotopas ompexaenser coaepxaHue, o0beMm, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHne AUCIUTITMHBD),
«YuebHo-MeTonnyeckoe U HHGOpMAIIMOHHOE 00ecTieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TPOrpaMMHOE obecriedeHue, MpodecCHoHaIbHBIC Oa3bl TaHHBIX 1
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0bemM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl U TEMbl H3ydaeMoi
JTUCLUIUTMHBL, @ TAK)KE BUJIbI 3aHATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKUX Yacax.

B pasgene «YyeOHo-meTomumueckoe U HH(POpMaLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKazaHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JaHHBIX U HWH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJIi OCBOCHHUS
JTUCIUIUTAHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOpeTUYeCKUMU MaTepraiaMy Mo TUCIUIUINHE

[Tpu u3ydeHnn 1 mpopadbOTKe TEOPETUICCKOTO MaTepraia HeOOXOaUMO:
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- IPOCMOTPETH €1lIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAHHOM IOMOJIHUTEIbHOU
JIUTEPATYPBL;

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

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

- [P IOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepuaiibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ Hay9HOU U y4eOHOM JIUTepaTypoit

PabGoTa ¢ OCHOBHOM M JONOJIHMUTENBHOM JHMTEPAaTYpOl SBISETCS IIaBHOM (POpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHAPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M pPEeKOMEHIOBAHHBIX
HCTOYHHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKLIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeneHHble B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIUTEPATYpPhl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKd BbIIa4uH
Mpe3eHTAlUi JIEKIUH WM B OTACNIbHOW TeTpaau mo mpeamery. OH JOKEH ObITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe HH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENbHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/bli TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa HU3AAHUS HCIOJNb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXkAaTh JIUIIb OCHOBHBIC KIIIOUYEBbIC MO3MIMHU), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0beM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BMJIE NPOCTOr0 WIM Pa3BEPHYTOro IIaHa (co31aBaTh IEPEUYEHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoOJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 0000I1eHe OCHOBHBIX BOIIPOCOB PabOTHhI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeH1a1tuy MO NOATOTOBKE K OTAENIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CoOecenoBaHue TmpeanoyaraeT OpraHU3alUI0 Oecelbl MpernojaBaTeiss €O CTYIEHTaMH II0 BOIpOcaM
IIPAKTUYECKOTO 3aHATUS C LENbl0 0ojee OOCTOATENBHOIO BBISBICHUS UX 3HAHUN IO ONPEAEICHHOMY
paszmeny, TeMe, npolieme M T.II. Bce uieHbl Ipynmbsl MOTYT ydacTBOBaTb B OOCYKICHHH, 100aBISTH
MH(POPMALUIO, TUCKYTUPOBATh, 331aBaTh BOIPOCH! U T.1.

YCTHBIA OMpOC MOXKET TMPUMEHATHCS B pa3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHbII. OCHOBHBIE Kau€CTBA YCTHOTO OTBETA MOJUIEXKAILETO OLICHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOuHa OTBETA;

- CO3HATEJIBHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuaa;

- PallMOHAIILHOCTD MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHUs OCTABICHHON yueOHOil 3a1auy;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMHA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCII0JIb30BAaHUE JIONIOJHUTEIBHOTO MaTepraa;

- PalIMOHAJILHOCTb HUCIIOJIBb30BaHUS BPEMEHH, OTBEJCHHOIO Ha 3a/laHNE.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATUSA. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalnueld HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKU€ MOMEHTBI KaK:
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- cofep)KaHUE MPE3CHTAlMN: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITUS, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asIBICHHOW TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBAaHUAM (IIETTH. CCHUIKU
Ha PeCypChl. COOTBETCTBHE COJEPXKAHHUS M JUTEPaTyphl), MPaKTHYECKash HAlpaBIE€HHOCTb, COOTBETCTBHE
coziepKaHus 3asiBICHHON (opMe, aleKBaTHOCTh UCIIOJIb30BaHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
MOCIIEIOBATEILHOCTD U JIOTHYHOCTb MPE3CHTYEMOT0 MaTrepuara;

- odopmiieHHE TMpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIWYECTBO), IHM3aiiH (YMTaeMOCTb, HAJIWYHE HU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUTHHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI CpeJibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEHTa, SMOLMOHAIBHOCTD, YMEHHE
OTBETHUTbH Ha BOIPOCHI, CHCTEMATU3UPOBAHHBIE, TITyOOKHE 1 TIOJIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBI:
- COIep)KaHHE BBICTYIUICHUS: JIOTMYHOCTh M3JIOKEHUS Marepuasa, pacKpblTHE TEeMbl, JOCTYIHOCTb
m3noxkeHus, dPdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS  JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH AJIsS BBIONHEHUS 3a/ad CcBoed MpodeccHoHANbHOW WU yueOHOU
JeSTeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUH, YMEHHE apTyMEHTHUPOBATh CBOM 3aKJIIOYCHUS,
BEIBO/IBI.

6. YueOHO-MeTOnM4YecKoe 1 HHPOPMALMOHHOE o0ecriedeHre JUCHMIITHHbI

6.1 OcHoBHas UTEpaTypa:

1. TopaykanoBa [.®., 3axapuyk T.B., IlnemkeBuu E.A. JlokymentoBenenue : yueOHuK. - CIIO.:
[Tpodeccus, 2013

2. Mengenesa O.B. Odopmiienre opraHM3aliMOHHO-PACTIOPSANTEIBHBIX JOKYMEHTOB : JIEKIHs. - TaMOO0B:
[buznec-Hayka-O6mecTBo], 2011. - 52 c.

3. Hoponuna JI. A., Banosa JI. A., KapneiueBa E. B., [Tmienko A. B., Pacuxuna JI. @. [lokymeHToBeeHme
: YUeOHHK W TIPaKTHKYM JUISL BY30B. - Tiep. U 1om; 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. -
Texct : anextponusiii // IBC «FOPAWUTY [caiit]. - URL: https://urait.ru/bcode/477699

5. Tl'anuesa H.B., I'anues XX.K. JlokymenTannonHoe obecrnedenne ynpapneHus. - Mocksa: MUCuC, 2021. -
188 c. - Tekcr : anexrponHsii // OBC «KoHcynpranT cTygeHta By3a u MeaBy3a [caiT]. - URL:
https://www.studentlibrary.ru/book/ISBN9785907227507.html

6. Cemxo, 1. A., AntyxoBa, JI. A. OcHOBBI AeTONPOU3BOJICTBA : yueOHOEe Tocobue. - Bech cpok oxpaHbI
aBTopckoro mpasa; OcHOBBI nenonpousBoiacTBa. - CraBpomnonb: Cekoits, 2018. - 119 c. - Teker :
anekTpoHHbii // IPR BOOKS [caiit]. - URL: http://www.iprbookshop.ru/92992 html

7. lysanosa H. H., IBanosa A. FO. OcHOBBI 1€7101POU3BOACTBA. SI3bIK CITy>KeOHOTO JOKyMEHTa : Y4eOHUK

¥ PAKTHKYM JUIsL BY30B. - Tep. 1 jiom; 2-e u3fL.. - Mocksa: HOpaiit, 2022. - 428 c. - TekcT : 91eKTPOHHBbIH //
OBC «FOPAUT» [caiiT]. - URL: https://urait.ru/bcode/487706

6.2 JlononHUTENbHAS JIUTEPATYpA!

1. Kopnees N.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. JlokymeHTtoBenenue : ydeOHuk. - 2023-04-20;
JlokymenToBenenue. - Mockaa: Jloroc, 2015. - 352 c. - URL: https://www.iprbookshop.ru/70692.html

3. ApacnanoBa, B. A. JlokyMeHTallMOHHOE OOECIIeYeHHE yNpaBlIeHUs : y4eOHO-IIpaKTH4Yeckoe mocodue B
cxemax, Tabnunax, obpasmax. - 2025-03-25; JlokymeHTaunOHHOEe oOecriedeHue ympasieHus. - Cypryr:

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

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

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUILIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIEe 0a3bI JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITIINHEC HGOGXO,Z[I/IMO CJICAyromee MarcpruaJIbHO-TCXHUYCCKOC
obOecrnieucHue: y‘-Ie6HI>Ie AyauTOpruun JId TIPOBCACHUA 3aHATHI JICKOIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
rpynmnoBbIX W HWHIAWBHUIYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHLHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MTIOMELICHHUS JJIS1 CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHus] yueOHoM nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust A1 CaMOCTOSITEIbHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHrEeM JloCcTyna B AIEKTPOHHYIO
nH(pOPMAITMOHHO-00pa30BaTEILHYIO CPENy YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JIEKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHOHHOTO 000PYI0BaHUS,
00ecreYnBarole TEMaTHYEeCKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JIntieH3MOHHOE U CBOOOHO pacipoCTpaHsIeMoe IPOrpaMMHOE 00eCTIeueHHE:
Microsoft Office [Ipodeccronanbhsrii mioc 2007

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Omneparmonnas cuctema Microsoft Windows 10
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