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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:

- HAy4YHO-UCCJIEA0BATEIbCKHI
- OpraHU3allMOHHO-YIIPABICHYECKUI

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
chepax: 01 O6pa3oBanue u Hayka (B cpepe HaydyHBIX UCCIEAOBAHHUMN MO TEMAaTUKE MOJUTUYECKON HAYKH),
07 AJMUHHCTpaTHBHO-yNpaBieHUeckass H oducHas neaTenbHOCTh (B cdepax: yperyaupoBaHUs
MOJUTHYECKUX KOHQUIMKTOB M CIOPOB C TMOMOIIbIO MPOLEAYPbl MEAMALNU; aJIMUHUCTPUPOBAHUS
B3aMMOOTHOIIICHUH MEXIy OpraHaMH TOCYIapCTBEHHOW BJACTH, oOpraHu3anuii cdepbl OuzHeca u
OOIIECTBEHHBIX OpraHMU3allfi; MOJUTHKO-YIIPABICHYECKOW JEATENbHOCTH B TMOJIUTHYECKHX MapTHSX,
MEXIYHApOIHBIX  OpPraHM3alMsX, OOLIECTBEHHBIX MHCTUTYTaX, CyObeKTaXx SKOHOMHUYECKOH H
o0pa3oBaTeIbHON AEATEIbHOCTH; OPTaHU3AI[MOHHOTO W JOKYMEHTAIIMOHHOTO OOECIeUeHHUs YTpaBICHUS
OpraHu3aIHeH )

1.4 B pesynbrare 0CBOCHHSI TUCIUILIUHBI Y 00YYaroIMXCsl TOJKHBI ObITH COPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE

KO,I[ 1 HAUMCHOBAHUC

(hyHKUWY / TPYAOBBIC komriereHiu @I'OC BO,
(GbyHKUMY / TPYyAOBBIC MU HEOOXOIUMOM ISt .
WnankaTopbl JOCTHXKEHHSI KOMIIETSHIHHA
npodeccroHaIbHbIE (hopMHpOBaHUS TPYAOBOTO
JeicTBus (Ipy HaITU9IUU WK Ipo(ecCHOHATBHOTO
npodcranaapra) nefcTBUs

YK-6 CriocobeH ynpasisiTh
CBOMM BPEMEHEM,

[IpoekTHpyeT TPACKTOPUIO CBOEro MPo(HecCHOHATEHOTO
pocta W JUYHOCTHOTO PAa3BHTHS, PACIIUPSET CBOH

BBICTPanBarh 1 MpopEeCCHOHANBHBIN  KPyro3op: mpuobperaeTr W
peann30BHIBATH WCIIONB3yeT Ha TMpakTHKe 0a30BbIE 3HAHUS, YMEHHS U
TPAeKTOPHIO CAMOPA3BUTHS |HaBBIKM W3 Pa3NUYHBIX cdep mpodeccrnoHaIbHOM

Ha OCHOBE TIPUHITUTIOB
00pa3zoBaHUs B TCUCHUE
BCEU JKU3HU

ACATCIIBHOCTU, B TOM YHCJIIC OpraHu3aluu pa60TbI (¢
OTOKYMCHTaMU

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3CH TUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

YK-6 CnocobeH ympaBisiTh CBOMM BpPEMEHEM,
TPAEKTOPHUIO CAMOPA3BUTHS HA OCHOBE IPUHIIUIIOB 0O0OPAa30BaHUs B TEUEHUE BCEH JKU3HU

Ne
n/m

HanmenoBanmue
JIMCITUILINH,
OTIPEICIISIIOITIX
MEKIUCIUTUTMHAPHEIE
CBSA3H

®dopma oOyyeHus

Ounas
(cemectp)
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1|Adobe Photoshop:
OCHOBHBIE
HHCTPYMEHTBI U
BO3MOXKHOCTH

+

2 |AnmantuBHasg
(husnueckas KyapTypa
B
CaHaTOPHO-KYPOPTHOM
CHCTEME

BBICTpauBaTb MW PCaIU30BbIBATH




AnantuBHag
(husHnueckas KyapTypa
B CHCTEME
3IPaBOOXPAHCHHUS

AnantuBHag
(husnueckas KyapTypa
B CUCTEME
o0Opa3oBaHHS

AKTHBHBIE U
UHTEPaKTUBHEIC
TEXHOJOTHH B
MpenoaBaHuu
JIMCITUTUINH
TYMaHUTAPHOTO ITUKJIA

AHanu3 puCKOB U
METOBI OLIEHKH
PHUCKOB B OmM3HECe

AHaMTHYECKOE
4TEHHE

buzHec-mnanupoBanu
e B AnsTHUHBecT

buosnorus pazputus
YyenoBeka B HOpMe U
MaTOJIOTUN

10

bpenaunr

11

Beenenue B
3BYKOPEKUCCYPY

12

Brenenue B
HCKYCCTBEHHBIN
WHTEIJICKT

13

Bsenenue B
MIPOCKTHYTO
ESTENLHOCTD

14

Beenenue B
IICUXOJIOTHIO
KPU3UCHBIX
COCTOSIHUH U
OTKJIOHSIOIIETOCS
MOBEACHUS

15

Bunasl, MeTons! u
TEXHOJIOTUU B
npodaiiarnre

16

Buxtumonorus

17

Boskarckuit
MIPAKTUKYM

18

T'eneTuka yemoBeka

19

T'eonnpopManoHHbIC
CUCTEMBI U
TEXHOJIOTUH
JCTaHIIHOHHOTO
30HIUPOBAHMS 3EMITH

20

JIBUTaTenbHBIN
peXuM (HHCTPYKTOP
Mo pU3HIECKOM

KyJIBType)




21

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

22

JenoBoe oOIIeHHE U
npodeccunoHaIbHAS
9THKA

23

JuarHoctuka u
TICHXOJIOTHYECKHE
TEXHOJIOTUN
npopUIaAKTHKH
OTKJIOHSIOIIETOCs
MOBEACHUS

24

Juzaiin kypca u
paspaboTka
MaTepHuaioB s
paHHEro O0yUYeHUs
HEPOIHOMY SI3BIKY

25

JlokyMeHTupOoBaHue
JESTENbHOCTH
KaJIpOBOU CITYXKOBI

26

JlokyMeHTupOoBaHue
TPYJAOBBIX OTHOIIEHU

27

JlyXOBHO-HpPaBCTBEHH
0€ BOCIIUTaHUE

28

3aKOHOJaTEILCTBO
Poccuiickoi
®denepanuu B chepe
PHUCK-MEHEKMEHTA

29

3amuce rojioca u
HHCTPYMEHTOB B
CTYIMHU 3BYKO3AIUCH

30

3apybexxHas
JTUTEPATypa U BHI3OBHI
COBPEMEHHOCTH

31

3ammra npas u
HHTEPECOB KIIMEHTOB
COITMATBHBIX CITYKO B
OTHOILIEHUSIX C
rocyaapCTBEHHBIMHU
opraHaMu

32

3amura npas
yeJI0BeKa

33

3mopoBbe-hopMupyIO
IME TEXHOJIOTHH B
00pazoBaTeIbHOM
cpene

34

MNuanoBanmonHoe
MBIIIICHUE

35

WHCTUTYT ceMbH B
COBpPEMEHHOM
ob1ecTBe

36

WnTepHeT-aHaTNTHKA
— OCHOBa
TPOABMKEHHSI
COBPEMEHHOTO
NPEATIPHUSITUS




37

Kak mo0uth pedeHka:
SMOIMOHAIbHEIN
KOMITOHCHT
POIUTEITHCKOTO
OTHOIIIEHUS

38

KommraeHe B cucteme
obecreueHust
0€301aCHOCTH
OousHeca

39

Kommexcuas
SKOHOMHUYECKAS
0e30MacHOCTh
busHeca

40

KpeatusHoe
MBILLIEHHE

41

KpenurtoBanue
(DU3HYCCKUX JTUI]

42

JIuarBHCTHYCCKAS
OKCIICPTHU3a CIIOPHBIX
TCKCTOB

43

Jluteparypa pycckoro
3apyOeKbs

44

JInunoe
TUTAaHUPOBaHUE U
yIpaBJICHHE PaboIrM
BpEMEHEM

45

Meronuka
OpraHu3aiuit
MacCOBBIX
TYpPUCTCKUX
MEpOTPHUATHIA:
COpPEBHOBAHMS, CIETHI,
TTOXOJTBI

46

Mertoanka
OpraHu3alui
3KCKypCHUi U
SKCKYPCHUOHHBIX

TypOB

47

MertoauKa paHHETO
o0yueHus
HHOCTPAHHOMY SI3BIKY

48

MeTtononorus
THIOTOPCTBA!
OCHOBHBIE 3TAIlbl,
(hOpMBI U TEXHOJIOTUHU
THHOTOPCKOTO
COTIPOBOXK/ICHUS

49

Metonsl 1 METOIUKHA
IICUX0JIOTHYECKOTO
HCCIICIOBAHUS AeTeH
U poauTenen

50

Mertoasl uzydeHus
MTOBCETHEBHOCTH

51

MCTO,Z[LI HU3yUCHUA
CCMbHU

52

MeTtonsl OIeHKU U
arTecTalun
MepcoHaa




53

Mup coBpeMeHHOTO
HCKYCCTBA:
MOCTMOJICPHUCTCKUN
MPOCKT

54

Mogenu 3neKTpOHHON
KOMMEpINH

55

MornekynsapHo-0r1oor
WYIECKUE OCHOBBI
MOBEJICHUS U
3aBUCUMOCTEN

56

Haioroo6mnoxenne
OnsHeca

57

HopmarusHo-nipaBoBa
s1 0a3a ceMeMHbIX
OTHOIIIEHUH

58

Hopwme! u paBua
COBPEMEHHOIO
3THKETA

59

HopwMsI s1361K0BOTO
OOIIEHUS B yCTIOBUSX
BUPTYaJbHOU CpEIIbI

60

OO0111eCTBEHHBIE
OpraHu3aIuy 1
JIBUKEHUS

61

OnepaTtuBHast
MICUXOIMarHOCTUKA
JMYHOCTH

62

Opranu3aiuoHHO-MET
OJTMUYECKOE
obecrieueHue
JIOTIOTHUTEIEHOTO
o0Opa3oBaHUs JeTCH U
B3POCIBIX

63

Opraam3amoHHO-TIpa
BOBBIE OCHOBBI
YIIPaBIE€HYECKOU
JIEeITETbHOCTH B
coranbHOU cepe

64

Opraam3anus
NEITENBHOCTH
JIETCKHAX
00I11eCTBEHHBIX
00beIMHEHUH B
00pazoBaTeIbHOM
OpraHHU3aIuu

65

Opranuzanus u
OKa3aHUs
FOPUINYECKON
MOMOIIY KIUEHTaM
COIMATILHBIX CITYKO

66

Opranunzanus paboTsl
CIIOPTUBHOT'O CYJbH
10 U30paHHOMY BHIY
criopTa

67

OCHOBEI
apryMeHTaIuu

68

OCHOBEI OHPKEBOTO
nena




69

OCHOBEI
BHAEO0IOTHHTa

70

OCHOBEI BU3yaJIbHOM
TICUXOIUArHOCTUKHU U
npodaitnuara

71

OCHOBEI IEIIOBOH
KOMMYHHKAIMH Ha
HHOCTPAHHOM SI3BIKE

72

OcHOBEI
KOIMpaNuTHHTa

73

OCHOBEI JIOTUKHA

74

OCHOBEI JIOTOIIETUU

75

OCHOBBI MMPaBUJIBHOTO
MNUTaHUA

76

OcHoBEI paboTs! B I10
Agisoft Metashape

77

OCHOBBI peKJIaMBbl

78

OCHOBEHI pEKpPEAIOTHH

_|_

79

OCHOBBI
PUCK-MEHEKMEHTA.
MeTtonas! OLIEHKHU
pucka

80

OCHOBBI CHOPTHBHOM
KYPHAITHUCTUKU

81

OCHOBHI CyIeOHOM
JIMHTBUCTHYECKOUN
JKCIIEPTU3bI

82

OCHOBBI TBOPYECKOU
JeSITEITbHOCTH
KypHAJIHCTa

&3

OCHOBHI yIIpaBICHUS
MEPCOHAIOM

84

OcobeHnHocT
TIPOXOXKICHUS
MYHUIUTIATBEHON
CITYKOBI

&5

OcobenHocT
paccMoTpeHus
CEMEHHBIX CITOPOB

86

OcobenHocT
paccMoTpeHus
TPYIOBBIX CIIOPOB

87

Ilemarornka

88

Ilegarornyeckuii
aAPTUCTH3M

&9

Ilegarornueckuii
IU3alH TeXHOIOT Ui
o0yueHus

90

Ilegarorndeckoe
COTPOBOXKICHUE
JIeSITENHHOCTU
JIETCKHUX

00111 CTBEHHBIX
OpraHu3alui

91

ITuceMeHHbBIN
nepeBojl JOKyMEHTOB
(DU3HYCCKUX JTUI]




92

ITucpMeHHbIN
MepeBOJ JOKYMEHTOB
FOPUIUYECKUX JINII

93

TToBenenue B
MyOJIMYHBIX MECTax

94

IloBenenue
MOTpeOUTENCH 1
KOMMYHHKaTHBHAS
TTOJTUTHKA

95

IloBcenHEeBHEBIE
PasroBOPEI

96

IToaroroska
OTIepaTopoB
HA3EMHBIX CPEJICTB
yIpaBICHHSI
0€eCIIMIIOTHBIM
JIeTaTeIbHBIM
anmapaTtom
CaMOJIETHOIO U
BEPTOJNIETHOTO THIIA

97

[To3nanue ceds uepe3
MPaKTHYECKYTO
TICUXOJIOTHIO

98

[To3nanue ceds uepe3
TICUXOTHATHOCTHKY

99

ITonsTne
TICUXOJIOTHYECKOM
TpPaBMEI B
COBpPEMEHHO
MICUXOJI0THH

100

ITocTTpaBMarnueckoe
JUYIHOCTHOE
pa3BUTHE: IPUTOBOP
WA TOYKA
JUYIHOCTHOTO pOCTa

101

IIpaBoBoe u
STHUYECKOE
pETyaNpOBaHUE MEAHNa

102

IIpaBoBoe
obecreuenue
MECTHOTO
CaMOYIIpaBJICHUS

103

IIpakTuky™m 1o
OpraHHU3aIun
JIOroneInYeCcKOi
paboTHI B
JIOIITKOITFHOM
00pazoBaTeILHOM
YUpEeXKICHUH

104

[IpoGema cmpicia
JKU3HH U [IEHHOCTH B
¢unocodun

105

[IporpammupoBanue
Ha s3b1ke Python.
basoBelii Kypc

106

[IporpammupoBanue
Ha s3b1ke Python.
[IponBuHyTHII Kypc

10



107

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

108

IIpoexTHbIil ceMuHap

109

IIponenertuxka.
OCHOBBI KOMITO3UIIUU

110

IIporuBogeiicTBue
KOPPYIIINH U
(hopMupoBaHUe
AHTUKOPPYMIIHOHHOTO
MOBENIEHUS INYHOCTH

111

IIpodeccnonanbHbIC
KOMIICTECHIIHN
COBPEMEHHOTO
neyarora JUCIUTUINH
TYMaHHUTAPHOTO IMKIIA
B YCJIOBUSIX

I pOBU3AINH
00pazoBaHUs

112

Tlcuxuka u Mo3T

113

TIcmxommHTBHUCTHYECK
1€ OCHOBBI OBJIAJCHHMS
JIETbMH HOBBIM
SI3BIKOM

114

IIcuxonorus
OJIarOIOITYIHs, HITH
TICHXOJIOTHUSI
CYACTIIMBOTO
YenoBeKa

115

Tlcuxonorns
JIEBUQHTHOU
JINYHOCTH

116

Tlcuxomnorus nercrea

117

TTcuxonorus
KpEaTUBHOCTHU

118

Tlcuxonorns
MOJIOIOCTH U
3pENIOCTH

119

IIcuxomorus
MTOJIPOCTKOBOTO B
FOHOIIIECKOI'O
BO3pacra

120

Tlcuxonorns
TBOPUYECKOTO
CaMOpPa3BUTHS

121

Tlcuxomnoro-negaroru
yecKasi JUarHOCTHKA

122

[cuxoduznonoruyeck
1€ OCHOBBI TTOBEACHUS
Y KOTHUTHBHBIX
(hyHKIHI

11



123

[Ty6nuunas cimyx0a B
cucTeMe
rOCYIapCTBEHHOTO H
MYHHULHIAIBHOTO
yIpaBIICHUS

124

PazpaboTka nporpamm
JOIOJHUATEILHOTO
o0Opa3oBaHus AJis
JIETEH ¥ MOJIOJIEKHU

125

PexkpyT™eHT
nepcoHana

126

Pycckas
nUcaTebCKast
kputnka XIX-XXI
BEKOB

127

CaMOMEHEIKMEHT:
METOIHUKH U
TEXHOJIOTUH

128

CamopasBuTHe u
aKTepcKoe
MacTepCcTBO

129

CseneHue u
MaCTEPHUHT B CTYIUH
3BYKO3AIHUCH

130

Cucrema myoJIuIHOTO
yIpaBIICHUSI

131

CoBpeMeHHbIE
MapKEeTUHTOBBIC
TEXHOJIOTUU

132

CoBpeMeHHbIE
METOBI
reorpauIecKux
HCCIICAOBAaHMI B
paMKax MPOEeKTHOMH
JIeSITENHHOCTH
IIKOJIBHUKOB

133

CoBpeMeHHbIE
METOJIbI XUMUIECKOTO
aHanm3a B
KPUMUHAIMCTHKE

134

CoBpeMeHHbIE
MOJICKYJISIpHO-OHO0IOT
UYECKUE U
MHKPOOHOJIOTHUYECKIE
METOJIBI B
KPUMUHAIACTHKE

135

CoBpeMeHHbIE
MeIarOrHUeCKUe
TEXHOJIOTUU B chepe
JIOTIOTHUTEIEHOTO
o0Opa3oBaHHS

136

CoBpeMeHHbIE
TIOJTXOJIBI K
MEPCOHAITEHOMY
MEHEDKMEHTY

137

CoBpeMeHHbIE
JKOJIOTHYECKHE
POOIEMBI

12



138

COLII/IS.J'IBHLIG CCTH KaK
KOMMYHUKAIITUOHHBIC
KaHaJIbI

139

Crangaprusanus,
cepTU(HKALUS U
yIpaBJeHHE
Ka4eCTBOM B
pECTOpaHHOM U
TOCTUHHYHOM
ousHece

140

Crapram: uaes ¢ HyJIs

141

Craprar: ot uieu K
MVP

142

Crapram: mpakTuka
CO3JIaHMs
COOCTBEHHOTI'O
OusHeca

143

Crtparernu u mipaBuiIa
6e3omacHOro
WHBECTUPOBAHHS HA
(hMHAHCOBBIX PHIHKAX

144

Crparerndeckuit
MapKETHHT

145

CrpaxoBaHue
JUYHOCTH

146

TekcT 1 JucKypce B
HuTepHete

147

TeopeTuko-Meroauye
CKHE OCHOBEI
BOXKaTCKOM
JIeITEILHOCTH

148

TeopeTuueckue
ACTIEKTHI MBIIUICHUS

149

Teopetuueckue,
mporeccyaabHbIe U
OpraHU3aIOHHBIC
OCHOBBI CyZICOHOM
9KCIIEPTU3EI

150

Teopust u mpakTUKa
CyJieHicTBa 10 BUJaM
BOCK «I'TO»

151

Teopus u mpakTUKa
CyJielicTBa 10
n30paHHOMY BHITY
cropTa

152

Texnomorun
BOXKaTCKOI
JESITENLHOCTH

153

TexHonoruu
KOPPEKIIMH PEUEBBIX
HapylleHul y nereit
JIOIITKOJIFHOTO
BO3pacTa

154

TexHOoIOTUM pa3BUTUS
BBICIIINX
TICUXUYECKUAX
(yHKIMI

13



155

Texnomoruu
pedeKCHBHO-TBOpUEC
KOTO CaMOpa3BUTHS

156

TexHoorus u
OpraHu3aLus
TOCTUHUYHO-PECTOPaH
HOTO KOMILJIEKCa

157

Tunorpaguka

158

TpeHuHr
«Maitaa-putHEC)

159

VYnpasneHue B
COLIMAJTIBHBIX
npoleccax

160

VYmpasnenue
0O CTBEHHBIMU
OTHOIIICHUSIMU

161

VYopapnsroniuii
pecTopaHOM: Kaphepa,
pasButHe u soft-skills

162

dusnueckas
reorpadus Poccun u
Mupa

163

Hudposas kyisTypa

164

udpopoii MapkeTHHT
u SEO

165

Hudpossie
o0Opa3oBarenbHbIC

pecypcsl B
npernoaBaHuu
JMCIATUTAH
TYMaHUTapHOTO LIUKJIA

166

DKOIOTHs aTMOC(EPHI

167

Oxosnorus
ruznpochepsl

168

DKOHOMHKO-TTPABOBBIC
aCIeKTHI CO3JaHUs U
pa3BUTHUS
COOCTBEHHOTO
OuzHeca

169

DKOHOMHYECKA,
corpanbpHas U
MOJINTHYECKAs
reorpadus

170

ONEeKTPOHHBINA
Ou3HecC. DIeKTpOHHAsA
KOMMEPIIHS

171

IOBenansHOE TIPaBO

172

SI3BIK KaK OOBEKT
JIMHTBUCTUYECKON
JKCIEPTU3HI

173

S13BIKOBast IUYHOCTH B
BUPTYaIbHOM
MIPOCTPaHCTBE

2. MecTo nucuuiuiaabl B cTpykrype OIl 0akanaBpuara:

14
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JuctumuinHa «OCHOBBI YHpPaBJICHUS! JOKyMEHTAIMe» OTHOCUTCS K 4YacTH, (hOpPMHUPYEMOH ydacTHHKAMHU
oOpa3oBareNbHbIX OTHOIIEHUH, yueOHoro turana OIl mo Hampasienuto mnoarotoBku 41.03.04 -
[Tonuronorus.

JucuuminHa «OCHOBBI yIIPaBICHUS JOKYMEHTAILMEN» U3ydaeTcs B 2 CEMECTpE.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM TUCIUTUIHHBI:

Ounas

Bup yueOHOIT paboTEI
Ay p (Bcero yacos)

OO0mas Tpyn0éMKOCTb 1M CHUILTTHHBI 72
KonTaktHas pabora 32
Jlexnuu (Jlexrun) 16
[Tpaktuueckue (IIpakr. pab.) 16
CamocrositenbHas pabota (CP) 40

3auer -

3.2.ConepxaHue Kypca:

Ne HasBanue Bun yue6Hol | DOpMBI TEKYIIETO
TEMBI paszena/TeMsbl pabotsl, yac. KOHTPOJIS

Jlex |IIpa| CP
IIUH | KT.
pao.
0|0 ]|O

2 cemecTp

1 Tema 1. JlokyMeHT B IToaroroska
cucTeme 2 |2 8 AIEKTPOHHOM
YIIpaBJICHUS MIPE3CHTAIINHI

2 Tema 2. [TpaBuiia peuieHue
JOKYMEHTHUPOBaHUS KOHTEKCTHBIX,
yIpaBIeHYECKON CUTYaL[MOHHBIX
NESITENIBHOCTU 3aj1a4
(Bemmonuenue
IPAKTHYECKHUX
3aJlaHui); pelIeHne
KOHTEKCTHBIX,
CUTYal[MOHHBIX
4 1418 3a1a4
(Bemmonuenue
IPAKTHYECKUX
3aJlaHui); pelIeHne
KOHTEKCTHBIX,
CUTYaL[MOHHBIX
3aj1a4
(Bemmonuenue
IPAKTHYECKHUX
3a/1aHH )




Tema 3. pelieHue
OpranuzanvoHHbIE, KOHTEKCTHBIX,
pacnopsiANTeIbHBIC CUTYaIlMOHHBIX
" 3aa4d
MH(OPMAITMOHHO-CII (Beimonaenue
paBOYHBIC MPAKTHYECKUX
JOKYMEHTBI 3aJlaHui ); pelIeHne
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3ama4d
(Bemmonuenue
MPAKTHYECKUX
3a/1aHHi )
Tema 4. Cuctema IloaroroBka
yTpaBICHHUS JOKJIaza
JOKYMEHTaMH B
Poccun
Tema 5. [ToaroroBka
Opranuzanus IIEKTPOHHON
JTOKYMEHTO000pOTa Mpe3eHTAIIN
Tema 6. Xpanenue pelieHue
JIOKYMEHTOB B KOHTEKCTHBIX,
OpraHu3aluu CUTYaI[MOHHBIX
3aj1a4y
2 12|16 (Bemonuenue
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.
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[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.
CocraBsTe oneporpamMmy JBMXKCHHS BXOISAIIUX M UCXOAIINX TOKYMEHTOB OpPTaHHU3aIUH.

Tema 6. Tema 6. Xpanenue 10kyMeHTOB B opranuzauuu (YK-6)
Jlekumus.

[loarotoBka aen k mepenadye Ha apxuBHOe XxpaHeHue. [loHarue omucu. MeToAMKU apXMBHOTO XpaHEHUS
NOKyMeHTOB. TpeOoBaHMsI K OOECHEUEHHUIO0 COXPAaHHOCTU JIOKYMEHTOB. YHHUTOXXEHHE JOKYMEHTOB C
UCTEKUIMMH CPOKaMH XPaHEHUS.

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:

2 ceMecTp
*  TeKylMi KoHTpoisb — 80 OaoB
*  KOHTPOJIbHBIE Cpe3bl — 2 cpe3a no 10 6amioB KakapIid
* npemuanbHble 6amiel — 20 6amIoB

Pacripenenenne 6aioB 1mo 3aJaHusIM:

No |HazBanue tembl | @opmbl Max. Mertonuka npoBeJeHUs 3aHIATUS U OIIEHKU
Te | /BHUI y4eOHOH |TEKylIero | KOI-BO
MBI paboThI KOHTpos | Oamios

/ cpe3sl




3aJTaHHI )

Tema 1. ITonroros 10 10-8 OamnoB — mpe3eHTamuss COOTBETCTBYET TeMeE, CTPYKTypa H
JlokyMmeHT B Ka oopMIICHHE OTBEYACT BBINICTICPEUNCICHHBIM TPEOOBAHUSIM, CTYJICHT
CUCTEME AJIEKTPOHH CBOOOMHO  BNIAJEET MarepualioM, JEMOHCTPUpPYET TIIyOOKue,
YIpaBICHHUS o CUCTEMAaTHU3UPOBAaHHBIC 3HAHUS, CBOOOMHO OTBEYACT HA BOIPOCHI
Mpe3eHTall WCTONB3Ys MPO(EeCCHOHATLHYIO TSPMHHOIOTHUIO
uu 7-5 0aminoB — TMpPE3eHTAIUs COOTBETCTBYET TEMe, CTPYKTypa H
opopmiicHHE B  OCHOBHOM  OTBEYAET  BBIIICTICPCUNCIICHHBIM
TpeOOBaHUSAM, CTYACHT BIAJCET TNPEACTABICHHBIM MAaTepUAIIOM,
OTBEYAECT Ha 3aJIaHHBIC BOIPOCHI
4-3 Gamma — B CTPYKType W O(QOPMIICHHM MPE3CHTAIUH HMEIOTCS
HeOpabOTKHM, Marepuan TMpPeICTaBICH B  MpE3eHTAlMH  HE
paIoHaIbHO, MAJI0 WLTFOCTPATUBHOTO MarepHala, CTYIACHT BIaJecT
HEMOJTHOW WH(OpManueld 1Mo TeMme, 3aTPyAHSeTCS C OTBETaMH Ha
3aJlaBacMbIC BOTIPOCHI
2 famnma - B CTPYKType W OQOPMIICHUHM MPE3CHTAIIMH WMCIOTCS
HEOpabOTKK, Marepuasl MPEJCTABIICH CIUIOIIHBIM TEKCTOM, Mallo
WJUTIOCTPATUBHOTO MaTepuaia, CTYICHT CJIa0o BlaaeeT nHpopMaIlue
Mo TeMe, TMpH OTBETC HWCIIOJNB3YEeT 3arOTOBICHHBIA  TEKCT,
3aTPYIHACTCS C OTBETaMU Ha 3a/1aBacMbI€ BOIIPOCHI
1 Gamm - B CTpyKType W O(OPMICHUH TPE3CHTAIUU HMEIOTCS
3HAYUTEIbHBIC HENOPa0OTKH, MarepHasl IMPEICTaBICH HE MO TEMe,
CIUIOIIHBIM TEKCTOM, MaJl0 WJUIFOCTPAaTUBHOTO MaTepuana, CTYISHT
cmabo Brageer WHGOpPMAIMEH IO TEMe, MPH OTBETE HCIOIB3YET
3arOTOBJICHHBIA TEKCT, HE MOXET OTBEYAaTh HAa IOCTABJICHHEIC
JIOTIOJTHUTEIIEHBIC BOIIPOCHI
Tewma 2. perieHne 10 10-8 ©OamioB HAYHUCIAECTCS CTYAEHTaM, KOTOpPHIE TIPABHIIBHO
[IpaBua KOHTEKCTH BBITIOJTHUITY 33/IaHNE
JOKYMEHTHPOBA BIX, 7-5 0aIoB — HETIOTHOE BBIMTOJIHEHUE 33/TaHHUS
HUSA CUTYaIlo 4-1 6at — HETOTHOE ¥ HETOYHOE BBIITOTHCHHE 3aJaHHS
YOpaBJIeHYECKO | HHBIX
W JIeATEeNIbHOCTH | 3aja4
(Bormosae
HUE
MpaKTHYEeC
KHX
3aJTaHHI )
perieHne 10 10-8 ©OamioB HAYHCIAECTCS CTYAEHTaM, KOTOpPHIE TIPABHIIBHO
KOHTEKCTH BBITIOJTHUITY 33/IaHNE
BIX, 7-5 0aIOB — HEIMOJHOE BHIITOJIHEHHUE 3aJaHMs
CUTYaIlo 4-1 6aT — HETOTHOE ¥ HETOYHOE BBITOTHCHHE 3aJaHHS
HHBIX
3amad
(Bormosae
HUE
MpaKTHYEC
KHX
3aJTaHHI )
perieHne 10 10-8 ©OamioB HAYHUCIAECTCS CTYAEHTaM, KOTOpPHIE TIPABHIIBHO
KOHTEKCTH BBITIOTHUIIY 33/IaHNE
BIX, 7-5 0aIOB — HEIMOJHOE BHIITOJIHEHHUE 3aJaHMs
CUTYaIlo 4-1 6at — HETOTHOE ¥ HETOYHOE BBIITOTHCHHE 3aJaHHS
HHBIX
3amad
(Bormosae
HUE
MpaKTHYEC
KHX

19
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Tema 3.

OpranuzanuoHH

ble,

pacrnopaauTeiib

HBIC 1

WHPOPMAIIOHH
O-CIpaBOYHBIC
JOKYMEHTBI

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

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

cpe3)

10

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

CTyACHTaM, KOTOPBIC

OpaBUJIBHO
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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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5. VYuuBepcurerckas OuOnuoTreka  OHJAMH:  3JEeKTpoHHO-OMOnmoreunas  cucrema. —  URL:
https://biblioclub.ru

6. ObC «YHuBepcurerckas oubiamoreka onnaita» . — URL: http://www.biblioclub.ru
7. FOpaiit: oOpa3zoBatenbHas miardopMma, MeKTpoHHO-0nbroTeunas cucrema. — URL: https://urait.ru

8. OBC «KOHCYNnbTaHT cTyAeHTa»: KOJIeKUuu: MenunuHa. 3npaBooxpaHeHue. ['ymaHUTapHble HayKd . —
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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