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BBO/JHAA YACTb

1. HIEJIA OCBOEHUA JUCHUITIMHBI «OCHOBBI
JEJIOTTPON3BOJCTBA»

[enssMu OCBOCHUS AUCIIUTUIUHBI SIBIISIOTCS:

dbopmupoBaHue oO1enpodeccCuoHAIBHBIX u npo¢eCCUOHAIBHBIX
KOMITeTeHIIU B cooTBeTcTBUM ¢ TpeboBanusmu PI'OC BO mno HampaBlieHHIO
noarotoBku 38.03.04 — «['ocyqapcTBEHHOE U MyHULIMITAJILHOE YIIPABICHUEY;

dbopMHpOBaHUE KOMIICTEHIIMA KaK KOMIUIGKCOB 3HAHWH, yMEHUH W
BIAJICHUN, B COBOKYIMHOCTH oOOecmeunBaronmx 3(PQGEeKTUBHYIO OpraHU3aIlnio
JOKyMEHTO000pOTa,  OGOPMIICHUS  OPTaHW3AIMOHHO-PACIIOPSIAUTEILHON U
YHU(QHUIIMPOBAHHOW  JOKYMEHTAIlMH,  JOKYMEHTAI[MOHHOTO  OOecredyeHus
yIpaBieHUs B cepe ToCyIapCTBEHHON U MyHUIIUTIAIBHOMN CITyKOBI.

2. MECTO JUCHUIUINHBI B CTPYKTYPE OIIOII BY3A

2.1. JucuumumHa «OCHOBBI AENONPOU3BOJCTBA» OTHOCHUTCS K JUCHHUIUIMHAM
0a3oBoii yactu bioka 1.
2.2. Jlms w3ydeHWs JAaHHOW  JUCIUIUIMHBI  HEOOXOIWMBI  CIICTYOIIHE
MPEIIIECTBYIOMINE UCIUIIINHBL:

e PyCCKuUH SA3BIK U KyJIbTypa PEUH:

e (OCHOBHI ITpaBa:
2.3. Ilepedyenp mocCienyrOmMMUX TUCHUILIAH, IS KOTOPBIX HEOOXOIWMBI 3HAHUS,
YMEHHUSI ¥ HaBBIKU, POpMUpPYEMbIE TAHHOW JUCIUILIUHOMU:

e (OCHOBBI TOCYTAPCTBEHHOTO U MyHUILIMNIAJIBHOTO YIIPABIICHUS,

e (OCHOBBI yIIpaBJICHUA IEPCOHATIOM;

e [‘ocynmapcTBeHHas U MyHUIIUITAJIbHAS CITYKO0a;

e JlesoBbIE KOMMYHHKAIWH.



2.4 [lepeveHp MIAHUPYEMBIX PE3yJIbTATOB OOYUCHUS IO TUCIUTIIINHE, COOTHECEHHBIX C TUTAHUPYEMBIMH Pe3yIbTaTaMU OCBOCHHUS

OCHOBHOM Tpo(eccroHaIbHO 00pa30BaTeIbHON MPOrPAMMBI

N3yuenne naHHOW NUCUMIUIMHBI HalpaBieHO Ha QopMupoBaHue y oOydawomux obmienpodeccuonanbHbix (OIIK)

KOMIIETEHIINH:
IlepeueHp mIaHUPYEMBIX PE3YJILTATOB OOYUYEHMS 110 JUCIUIIINHE.
Ne /i HOMCp/I/IHI[eKC COHep}KaHHe KOMIICTCHIIHH Bppe3YJ'II)TaTC szquHHI;[I/I(}JIHI/IHHI/IHLI oqua}omnecﬂﬂ ILEJ'I)KHI)I:
KOMITCTCHITHH (mm ee gacTH)
3HaThb YMeTh Bnanets
1 2 3 4 5 6

1. OIIK-6 CIIOCOOHOCTBIO PEIIaTh OpraHU3aIIIo UCII0JI30BaTh HaBbIKaMu  paboOTBl ¢
CTaHJIapPTHBIE 331a4U JIEJIONPOU3BOICTBA u UH(GOPMaIMOHHO- KOMITBIOTEPOM Kak
npodeccHOHATBLHON CHCTEMBI JOKYMEHTAIIHH; KOMMYHHKAIIHOHHBIE CPEICTBOM  YIpaBJICHUS
NesITeIbHOCTH Ha OCHOBE OPUHLIMIIBI M CIIOCOOBI TEXHOJIOTHH TUIS uHpopManuei;
WHGOPMAIIMOHHON 1 paboThI c NOJTy4YeHUs1 HHPOPMAIUH B HaBBIKAMH  pabOTBI €
oubmorpaduaeckoi nH(pOpMaIMOHHO- npodeccuoHaTbHON nH(pOpMaIMOHHO-
KYJIBTYPHI C IPUMEHEHHEM KOMMYHHUKAI[HOHHBIMHU chepe; KOMMYHHKAITHOHHBIMH
MH(pOPMAaIMOHHO- TEXHOJIOTHSIMU; pa3pabaThIBaTh TEXHOJIOTHSIMHU.
KOMMYHHUKAITHOHHBIX CHOCOOBI 3aIUTHI METOMYECKHUE "
TEXHOJIOTUH U C y4eToM uHpOpMaLnH. CIIPaBOYHBIE  MaTepHUaIb
OCHOBHBIX TpeOOBaHMM o BOITPOCAM
MH(pOPMAaIMOHHOM npogeccuoHaIbHON
0e30macHOCTH JIeITeIIbHOCTH;

pabotath ¢ MHpOpMaLueil
B TJI00aTBHBIX

KOMIIBIOTCPHBIX CCTSX.




2.5 KapTta KoMneTeHIui AUCTIUTUTHHBI

KAPTA KOMIIETEHLIUM JUCLIATUINHbI

HAUMEHOBAHUWE JUCHUITJIMHBI OcHoBBI Aen0NpON3BOACTBA

enb
JTUCIIUILTAHBI

dbopmupoBanue o01mIenpodeccnoHANBHBIX U MPOPECCHOHATBHBIX KOMIIETEHIINH B cOOTBeTCTBUU ¢ TpeboBanusmMu ®I'OC BO no
HanpasieHU0 ToAroToBku 38.03.04 — «"ocygapcTBEHHOE M MyHUIIUNTAIIBHOE YIIPABJICHUEY;
(dbopmMHupoBaHKE KOMIIETEHIIMN KaK KOMIUIEKCOB 3HAaHUW, YMEHHUH U BIaJICHHUH, B COBOKYITHOCTH oOecrieunBaromux 3hHeKTuBHYIO
OpraHM3alMio JOKYMEHTO000pOoTa, O0(OpMIICHUS OPraHU3alMOHHO-PACHOPSAUTENLHON U YHU(PHUIMPOBAHHOW JOKYMEHTAIUH,
JOKYMEHTAIIMOHHOTO 00ECIIeYeHHs yIIpaBlIeHHs B c(epe TOCyTapCTBEHHON U MYHUITUIIAIBHON CITYXKOBI.

B IIpOoICcCCC OCBOCHUS JTaHHOM JUCLIUIIIUHBI CTYACHT (bopMI/IpyeT U IEMOHCTPUPYET CICAYIOIINC

Oo6menpodeccrnoHaNbHBIE KOMITETCHIINH:

KOMIIETEHIIUUN IIepedyeHb KOMIIOHEHTOB Texnonoru Popwma OUCHOHOTO YPOBHU OCBOCHUS KOMIIETCHIIUH
¢dhopmupoBanus cpeicTBa
HUHJEKC OOPMVYJIMPOBKA
OIIK-6 CIIOCOOHOCTBIO peliaTh | 3HATH: JICKIIUH, DK3aMeH [TOPOTI'OBBIU:
CTaHJapTHBIC 33/1a41 OpraHU3aIlMIO JCIIONPOU3BOACTBA | IPAKTUUYECKUE KontponbHas 3HaeT 00MIre MOJIOKEHUS 110
npodeCCuOHAITBHON U CUCTEMBI IOKYMEHTAlINH; 3aHATHS, pabora JIOKYMEHTUPOBAHUIO
JIEATEIIbHOCTH Ha MIPUHIUIIBI U CIIOCOOBI PabOThI ¢ | CAMOCTOSITEIbHAS YIPaBICHYECKON
OCHOBE nH(pOpPMaIMOHHO- pabora NEATeIbHOCTA M BHUJBI
MH(POPMAIIMOHHOHN 1 KOMMYHUKAITMOHHBIMH JIOKYMEHTOB
oubnmorpaduueckoit TEXHOJIOTUSIMU;
KYJBTYPBI C CIIOCOOBI 3aIIUTHI HHPOPMAIIUH.
[IPUMEHEHUEM YMersh: [TOBBILIEHHBIN:
MH(}OPMALIMOHHO- UCIO0JIb30BaTh HMH(OPMAIOHHO- Brnaneer HaBbikaMu pabOThI
KOMMYHHUKAIIMOHHBIX KOMMYHHUKAIlMOHHBIE C IOKyMEHTaIl1eMH,
TEXHOJIOTHH U C TEXHOJIOTHU  JUJISL  TIOJy4YeHUs oopMIIeHUS TOKYMEHTOB, B
Y4€TOM OCHOBHBIX uHhopManuu B TOM YHCIIE C

TpeboBaHUM
MH(pOPMAaIMOHHOM
0€30MacHOCTH

npodeccuonanbHOM chepe;
pa3pabarbiBaTh METOAWYECKHE U

CIpaBOYHbIE  MaTepHuajbl IO
BOMpocaM  Npo(ecCHOHANTbHOM
NeSITeNIbHOCTH;

paboTats ¢ nHpopmauen B
TJI00ATBHBIX KOMITBIOTEPHBIX
CeTsX.

Bmagers:

HCIIOJIb30BaHUEM
COBPEMEHHBIX
MH(OPMALIMOHHBIX
TEXHOJIOTUI




HaBBIKAMU paboThI c
KOMIIBIOTEPOM  KaK CpEICTBOM
yIpaBiieHus: HHpopMaIueii;
HaBBIKAMU PabOTHI C
nH(pOPMaIMOHHO-
KOMMYHHUKAI[HOHHBIMHU
TEXHOJIOTUSIMH




OCHOBHAA YACTD

1. OFBEM JIMCLIMIIJIMHBI ¥ BUJIbl YYUEEHOM PABOTHI

§ Beero CemecTpbl
Bun yae6HO# paboThI HACOR 23 21
4acoB 4acoB

1. KonraktHas paboTa 00ydaronmxcs ¢ 16 10 6
npenoaasaresieM (1o BUAaM y4eOHBIX 3aHITHII) BCETO:
B ToMm gncie:
Jlexmum (J1) 8 6 2
ITpaktuueckue 3anstus (I13), cemunapsi (C) 8 4 4
Jlaboparopusie pabots (JIP) - - -
2. CamocTosiTesbHast paboTa cTy[eHTa (BCEro) 119 62 57
B ToM uncne
CPC 6 cemecmpe

. KII - -
KypcoBoii npoexT (pabota) KP - .
Hpyrue Buast CPC:
N3ydeHne W KOHCIGKTHPOBAHWE JIMTEPATYPhl TIO 105 52 53
JUCIUILTNHE
Pabora ¢ 'OCTamu 6 6 -
BrImmotHeHHE KOHTPOJIBLHOM pabOThI 8 4 4
CPC 6 nepuoo ceccuu
Bun npomexxyTouHoi 3auer (3) - -
aTTeCTalluu sK3ameH (D) 9 - 9
HUTOI'O: ob1as TpyI0eMKOCTh 3:1(-:(;];. 134 722 722




2. COAEPXAHUE JUCILMITJINHBI
2.1. Conepxanue pa3iesioB TUCIUTLIMHBI

Ne
cemecTpa

pasaciia

HaumenoBaunue
pazzaena TUCIUILITNHbBI

Coneprxkanue pasjena B JUAaKTUUECKUX €UHUIIAX

23

ITonsaTue u
HOPMAaTHBHO-
MeToaudeckas  0Oasa
JIEIIONIPOU3BO/ICTBA.
OTanbel CTAaHOBJIEHHUS
OTE€YECTBEHHOIO
JIEJIOTIPOU3BO/ICTRA.

[TonsiTue nenonmpousBoicTBa. MecCTo J€I0NpOU3BOJCTBA B
cucreMe ymnpasieHus. TepMuHBl B cdepe AeIonpou3BOACTBA
('OCT P 7.0.8-2013 CHUBU/J. [lenonpou3BOACTBO U apXHUBHOE
neno. TepMUHBI U ONIpesieNeHus).

CocTtaB HOpMaTHUBHO-METONYECKON 0a3bl JEIONPOU3BOICTBA.
3akoHomarenbHble akThl P® B chepe wuwHbOpManumum U
nokyMmeHTanuu. IlocranoBnenus u pacnopspbkenus IIpaBurenscra
P®, ¢enepanpHBIX  OpraHOB  MCHOJHUTEIBHOM  BJIACTH,
peraaMeHTHPYIOIIUE BONPOCHl JOKYMEHTALMOHHOIO OOecreyeHus
ylpaBiieHUs] Ha (efiepalibHOM YpoBHe. l'ocynapcTBeHHas cucreMa
JIOY. IlpaBoBble  aKThl OpraHOB  IPEICTABUTENBHOM U
UCIOJHUTENIbHOW BIAacTU CyObeKTOB P® M MX TeppUTOpUAIBHBIX
oOpaszoBanuil. [IpaBoBble aKThl HOPMATUBHOTO U MHCTPYKTUBHOI'O
Xapakrepa, METOANYECKHE JIOKYMEHTBI OpraHu3zanuil.
I'ocynapcrBenHble CTaH1apThl Ha JIOKYMEHTAIHUIO.
YHUpUUUpOBaHHBIE CHCTEMBI JOKyMeHTanuu. Oobuepoccuiickue
KJIACCU(PUKATOPHI  TEXHUKO-DKOHOMHYECKOM U COIMAIBHOU
uHpopmanuu. HopmaTuBHBIE JOKYMEHTHl 110 OpraHu3allud U
OXpaHe YIpaBJIEHUYECKOro Tpynaa cayxamux ciyx0el JOVY.
HopmartuBHBIE TOKYMEHTBI 110 OPraHU3alMM apXWBHOT'O XPaHEHUS
JIOKYMEHTOB.

Otanbl CTaHOBJIEHUS OTEYECTBEHHOTO JIE€JIONPOU3BOJICTBA.
Jlenonpoun3BoacTBoO B HpeBHen Pycn, MIPUKa3HOE
JEJIONPOU3BOJCTBO, KOJUIEXKCKOE JEJIONPOU3BOCTBO,
MUHHUCTEPCKOE JIeJIONPOU3BOJICTBO, AenonpousBoactso B CCCP.
OCOOEHHOCTH KaXJIOro JTamna B Pa3BUTHU JEJIONPOU3BOACTBA.
Hcropuyeckne HCTOYHMKM MPABOBOIO XapaKTepa, CBSI3aHHBIE C
nenornpousBoactBoM (IlonHoe coOpanue 3akoHOB Poccuiickoit
UMIIEPUH).

23

TpebGoBanus K
oopmieHuro
YIIPaBICHYECKUX
JTOKYMEHTOB.

bnanku nokymeHToB M TpeboBaHus K HuM. CTpykTypa
nokymeHTa. O0muii 6;1aHK, OJIaHK 715 TMChMa, OJTaHK KOHKPETHOTO
BUJIa TOKYMEHTa, KpOMe MUChMa.

PexBU3UT Kak 00s3aTeNbHBIN 2JIEMEHT JII000r0 0(QUIIMATIBEHOTO
nokyMmeHTa. CocrtaB pexBu3nuToB nokyMeHToB 1o 'OCT P 7.0.97-
2016. ®opmynsp mokymenta. Dopmynsip-oOpasenr Kak MOJIECIHb
MOCTPOEHMSI JOKYMEHTA,

TpeboBanus k opopmienuto gokymentos no 'OCT P 7.0.97-
2016  «OpraHu3alMOHHO-PACHOPSAIUTENBHAS  JOKYMEHTAIMS.
TpeboBanust kK 0HOPMIIEHUIO JOKYMEHTOBY.

21

CucreMnl
,HOKyMeHTaIII/II/I

Opranu3anroHHO-TIPABOBEIE TOKYMEHTHI KaK MPaBOBasi OCHOBA
NEATCIbHOCTH OpraHm3anuu. lIporeaypa WX YTBEpPKICHUSA W
COTJIACOBaHUS, CPOK ACHUCTBUS, CTPYKTypa TEKCTa, TpeOOBaHHS K
opopmIIeHHI0. YCTaB, yUpeAMTENIbHBIA JOTOBOpP, IOJOXKEHHE 00
OpraHM3allfy, TOJOXKEHHE O CTPYKTYPHOM TOJpa3AeIcHUH,




MOJIOKEHWEe O  KOJUICTHAIBHOM  (COBEUIATEIbHOM  OpraHe)
OpraHu3aly, pPErIaMeHT, IITaTHOE pPACIHUCAHUE, WHCTPYKLUA,
JOJDKHOCTHASI MHCTPYKITHSL.

PaCHOpHI[I/ITeJIBHBIe JOKYMCHTBI KaK JOKYMCHTBI, KOTOPBIC
(UKCUPYIOT pEIIeHHUs] aJIMUHHCTPATUBHBIX M OPraHU3AIMOHHBIX
BONIPOCOB  JICATEIHHOCTH  OpPraHHW3allul,  pETYIHPYIOT |
KOOPJMHUPYIOT €€ JEATEIBHOCTh, PEATH3yIOT YIPaBISIEMOCTh I10
Beprukanu. Kiaccuduxanus pacrnopsauTeabHbIX TOKYMEHTOB C
yuetoM chepsl ux gedcTBus. OCHOBaHHMS JUIS  W3JaHUS
pacHOpSANTENLHOTO  JIOKYMEHTa. [[Be Tpynmbl:  JOKYMEHTHI,
W3JIaBacMble B YCJIOBUSAX KOJUICTHAIBHOCTH (TIOCTAHOBIICHUS W
pemeHI/m); AOKYMCHTBI, U3AaBACMBIC B YCJIOBHUAX CAUHOJIMYHOTO
MPUHATHUS PEIICHUH (IPUKa3bl, PACIIOPSIKCHUS, YKa3aHU).

HNHpopMallmOHHO-CIIPABOYHbBIE JTOKYMEHTBl KakK JIOKYMEHTHI,
WHUIMHAPYIOIIME yIpaBlIeHUYeCKUe perieHus. Mx ciayxeOHas poib
110 OTHOIIICHHUIO K OpTraHrU3allMOHHO-IIPABOBBIM u
pacnopsauTenbHbIM  JAoKyMeHTaM. CocTtaB  MH(GOPMAIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB: JIOKJagHAs 3amucKa, ClyxeOHas
3aIncKa, OOBSICHUTENbHAS 3aIKCKa, TPEUIOKEHUE, MTPEICTaBICHHE,
3asBJICHHE, BCE PA3HOBUJHOCTU IEPCIUCKH, IPOTOKOJ, aKT,
CIpaBKa, 3aKJII0UEHHE, OT3bIB, CBOJKA, CIICOK, TIEPEUCHb.

[ToHsiTHE CTy)EOHOTO (JIEIIOBOT0) MHChMA, €T0 Pa3HOBUIHOCTH.
TpeOoBaHUsI K TEKCTY pa3HbIX BUJOB JEIOBBIX MUCEM. SI3BIKOBBIC
¢dbopmynbl  nenoBbix mnuceM. CTpykTypa OllaHka Ui IHCHMa;
PEKBU3HUTLI [JCJIOBOTO IMCbMa B COOTBCTCTBHUU C Tpe6OBaHI/I$[MI/I

I'OCT P 7.0.97-2016.

21

Opranuzanus
JOKYMEHTO000pOTa.
JesTenbHOCTD
ciyx0b1 JIOVY.

[ToHsATHS NOKYMEHTOOOOpPOTa M JOKyMEHTOmoToka. [Ipuem u
nepBUYHas 00paboTKa MOCTYMAIOUINX B OPTaHU3AINIO JTOKYMEHTOB.
[IpenBapuTenbHOE paccMOTpPEHHE TOKYMEHTOB ciyxoou JIOVY.
Perucrpanus noxkymentoB. OpraHuzanus ABW)KEHUS JOKYMEHTOB
BHYTpPU  OpraHusauuu. BHeapeHue cHCTEM  3JIEKTPOHHOIO
JIOKYMEHTOO0O0pOTA.

KoHnTpons ucnosHeHuss NOKyMeHTOB. (DOpMBI KOHTpOIS 3a
HCIIOJIHEHUEM JOKYMEHTOB. CpOKM HCHOJHEHHS JOKYMEHTOB.
WHudpopmanoHHO-cIIpaBOYHas pabota o JIOKYMEHTaM
opranuzaiuu. OOpaboTKa UCIOJHEHHBIX U OTIPABIIEMBIX
JIOKYMEHTOB.

Opranusanus XpaHeHUs JOKyMeHToB. HomeHknatypa pedn.
CocraBiieHre 3arojloBKOB J€Jl. YCTaHOBJIEHHE CPOKOB XpaHEHHUS
nen. TumoBble W BEIOMCTBEHHBIE MNEPEYHU JOKYMEHTOB U HX
3HaueHue. @PopmupoBanue nen. OdopmieHue OOJOKKH JAed.
Odopmnenne  gen.  OKcmepTu3a  IIEHHOCTH — JOKYMEHTOB.
OkcneptHas komuccust (LleHTpanbHas sKcnepTHas KOMHCCHS).
CocraBienue 1 opopMIIeHHE apXUBHBIX OMHUCEH Jel.

Cnyx6a JIOY B opranmmzammm / Ha npennpustuu. llemp u
3agaun, cnyx0sl JJOY. @opmuposanue ciayx0sl IOV (cTpykTypa,
YUCJICHHOCTh, IITATHOE pacnucanue). JlearensHoCcTh ciyx0b1 JJOY
(opranmzanms ~ paboOyMX  MECT, HOPMHpPOBaHME,  TEKyIlee
ynpasnenue). JlokanpHble HOpPMaTHUBHBIE aKkThl O ciayxoe OV
(monoxxenue o ciayx0e JJOVY, mpukassl o co3nanuu ciyxos JOVY,
TMIOJIOKEHUS O CTPYKTYPHBIX MOJpa3iereHusx ciyx0sl JJI0OVY).




2.2. Pa3nensl IUCIUTIIINHBL, BUIBI y4€OHOU NEeITeTbHOCTH M (POPMBI KOHTPOJIS

8 = Buser yueOHO# neqaTenbHOCTH,

g g Hanmenosanue pasznena BKJIFOYAsl CAMOCTOATENBHYIO padoTy

z é AMCUMILINHBL CTYJICHTOB (B Yacax)

[&]

2= a | e |8 cpe | meero

Tonsmue u Hopmamuero-memoouveckas 6aza
23 I oenonpouszso0cmea. Imanvi CMAHOGICHUS 2 34 36
0meuecmeeHH020 0elonPoOU3800Cmada.

ITonsiTue nenonpounsBoacTBa. MecTo AeNIONPOU3BOICTBA

23 | 1.1 | B cucreme ympapnenus. TepMUHOCHCTEMA 2 8 10
JIeJTOTIPOU3BO/ICTBA.

25 | 12 CocTaB HOpMaTUBHO-METOIUYECKOH 0a3bl 10 10
JICITOTIPOU3BO/ICTBA.

23 | 1.3 | DTambl cTaHOBJIECHUS OTEYECTBEHHOTO JCTIONPON3BO/ICTBA. 8 8

2 | 14 HcTtopudeckre HCTOYHUKH IPABOBOTO XapakTepa, 8 8

" | cBA3aHHBIE C JETOMPONU3BOJICTBOM.
25 I Tpebosanust Kk 0hopMmaeHUIO YIPAGIeHYeCKUX 4 4 28 36
O0OKYMEHMO8.

2 | 21 brnanku nokymeHToB 1 TpeOoBanmst K HUM. CTpyKTypa 2 2 8 12
JIOKYMEHTA.

25 | 29 [Nonsitne pexsusura. Cocras PEKBU3HTOB 2 2 8 12
OpraHU3aIMOHHO-PACTIOPSTUTEIBHOMN JOKYMEHTAIIHH.
Tpebosanus k opopmirenuto fokymerToB o 'OCT P

23 | 23 1 7097-2016. 12 12
UTOI'O 3a cemecmp 6 4 62 72

2n | I Cucmemul OOKyMeHmayuu 31 31

on | 31 OpraHn3anoHHO-TIPABOBBIE TOKYMEHTHI KaK MPaBOBast 6 6

" | ocHOBa JIESITENBHOCTH OPTaHU3AIHH.

2n | 3.2 | Cucrema pacnopsauTeIbHON JOKYMEHTAIH. 10 10

2n | 3.3 | Cucrema nHQOPMAIMOHHO-CITPABOYHON JIOKYMEHTAIH 8 8

2n | 3.4 | JlenoBeie mucrma 7 7

o | v Opeanuzayus doxymenmoobopoma. /lesmenbHocnms 5 4 2 32

cnyacowl JJOY.

21 | 4.1 | Opranusauusi JOKyMEHTOO0OPOTa B OpraHu3aluu 2 2 6 10

2n | 4.2 | KoHTpOJh HCIIOTHEHUS IOKYMEHTOB 6 6

2n | 4.3 | Opranuzanusi XpaHeHus JOKYMEHTOB 2 6 8

2n | 4.4 | Cnyx6a JIOY B opranu3saiyu / Ha IpeIAIpUSTHH. 8 8
UTOI'O 3a cemecmp 2 - 4 57 63
Pazoenvr oucyunnunvt Ne 1-4 8 - 8 119 135
Konmpons (ax3amen) 9

HUTOT'O 144

2.3. JTabopaTopHBIi MPAKTUKYM HE TIPEAYCMOTPEH.

2.4. KypcoBble pabOThl HE IPEAYCMOTPEHBI.




3. CAMOCTOATEJIbHAA PABOTA CTYZIEHTA

<
o, <
I ¢ | HanmeHnoBanue asacjiaa JUCHUITIINHBI Bcero
A % P Buns CPC
= g 4acoB
8 &
[TonsiTe 1 HOpMATUBHO- - 3y4yeHue 1 KOHCIIEKTUPOBaHUE 28
MeToauyeckas 6aza JUTEPATYPHl O AUCLUIUINHE
23 1 | menonmpoun3BoACTBA. DTaIbI - Pabora ¢ 'OCT P 7.0.8-2013 4
CTAHOBJIEHUS OTEUECTBEHHOT'O -BbinonHeHne KOHTPOIBbHOM paboThI 2
JIeJIOTIPOU3BOICTBA.
- MI3ydeHne u KOHCTIEKTUPOBAHUE 24
s 5 TpeboBanus kK 0opMIICHUIO JUTEPATYpPHI 110 TUCLHUIUINHE
YIPABJICHUYECKUX IOKYMEHTOB. - Pabora c I'OCT P 7.0.97-2016 2
- BeinonHeHue KOHTPOJIbHOM pabOoTHI 2
HNTOI'O 3a cemectp 62
- 3y4yeHne u KOHCIIEKTUPOBAHUE 29
2n | 3 | Cucrembl TOKYMEHTALUU JUTEPATyphl O AUCLUIUINHE
- BolnosiHeHnEe KOHTPOJIbHOM pabOTHI 2
- Mzydenue u KOHCTIEKTUPOBAHHE 24
Opranuzanus J0KyMEHT0000poTa.
2n | 4 JUTEPATYPHI IO TUCIUIUINHE
HestenbHOCTh City k061 JIOY. .
- BeimonHeHne KOHTPOIbHOM paboThI 2
HNTOI'O 3a cemectp 57
UTOI'O 119

3.2. I'paduk paboThI CTyIeHTa (3aMOIHIETCS AJI1 OUYHOU (HOPMBI 00yUEHUS)

3.3. IlepeueHb y4eOHO-METOIMUYECKOTO OOECIEUCHUS JJIi CaMOCTOSITEIbHONH pPabOThI
00yJarOIMXCsl O TUCITUILUTHHE

CamocrosiTenbHass paboTa, Hapsily € JIGKUUSMU M MPAKTUYECKUMH 3aHSITUIMH,
ABJISIETCS] HEOTHEMJIEMOM YacThiO U3y4eHHsI Kypca « OCHOBBI 1€J0NPOU3BOCTBAY.

[Ipuctynass K W3y4EHHIO JAMCLUMIUIMHBI, CTYACHTBHI JOJIKHBI O3HAKOMHUTBCS C
y4eOHOM TPOrpaMMoOid, CIIUCKOM PEKOMEHI0OBAaHHOM JINTEPaTypPhl, OITYYUTh B OMOINOTEKE
PEKOMEHOBAaHHbIE YYECOHUKH U y4eOHO-METOJIUYECKHE MOCOOUs, 3aBECTH TETpaaud Jis
KOHCIIEKTUPOBAHMSI JIEKIIUI U 3aITUCEN IO KYpCY.

B xozxe camoctosATensHON pabOThl HEOOXOIUMO M3YYUTh OCHOBHYIO JIUTEPATYpy U
O3HAKOMUTBHCSI C JTONOJHUTENBHOM JIMTEPATYPOM MO Kypcy. bonpnioe 3HauyeHHWE HMEET
camoctosarenbHoe nzydenue 'OCT P 7.0.8-2013 u I'OCT P 7.0.97-2016, a Takxe pabota
C oOpa3uamu JEJIOITPOU3BOACTBEHHOM JOKYyMEHTALUH, UMEIOIIAMHUCS B
PEKOMEHJOBAaHHBIX IT0 KypCy OTKPBITBIX JIEKTPOHHBIX PECypcax.

[Ipy DOATOTOBKE K 3K3aMEHY CJEAyeT MOBTOPUTH NPOUACHHBIA MaTephan B
CTPOTOM COOTBETCTBUM C Y4YEOHOH MpOrpaMMoi, NPUMEPHBIM TMEpEeYHEM Y4EOHBIX
BOIIPOCOB, BBIHOCSIIMXCA Ha OJK3aMEH U COJAEpXkallMXci B JAHHOM HporpaMme.
Hcnonb30BaTh KOHCIEKTHI JEKUUA W JUTEPATYPY, PEKOMEHJIOBAHHYIO MPENOJAABATEIEM.
OO6patuth 0co00€ BHUMAaHHE Ha TEMbl YUEOHBIX 3aHSTHM, MPOMYIIEHHBIX CTYJEHTOM I10




pa3HbM nipuarHaM. [Ipr HeoOXxoaAMMOCTH 00PATUTHCS 32 KOHCYJITAUEeH U METOAMYECKON
NOMOIIBIO K MPENOIaBATENIO.

CamocrosiTenbHas paboTa MOXKET OCYIIECTBIISTHCS UHANBUIYATBHO WIH TPYIIaMU
CTYJICHTOB B 3aBHCHUMOCTU OT LI€JM, 00beMa, KOHKPETHOM TEMaTUKH CaMOCTOSTEIbHON
paboThI, YPOBHS CJIOXKHOCTH, YPOBHSI YMEHUN CTYIEHTOB.

KoHTposib pe3yiabTaTOB BHEAYJUTOPHOM CaMOCTOSITENBHOW pabOThl CTYIEHTOB
MOKET OCYUIECTBJISTHCS B MpEJeiaX BPEeMEHH, OTBEACHHOTO Ha 00s3aTelibHbIe y4eOHbIe
3aHATHS TI0 JTUCIUIUIMHE M BHEAYIUTOPHYIO CAMOCTOSTEIBHYI0 PabOTy CTYACHTOB IO
JTUCITUTUTHE, MOXET MPOXOIUThH B MMCHEMEHHOW, YCTHON MU CMENIaHHOU (popme.

JInst onTUMU3aIMu OpraHU3alluy U MOBBIIICHUS KauyecTBa O0YyUYEeHUS MO JUCHUILINHE
«OCHOBBI ~ JIETIONPOU3BOJACTBA»  CTYJEHTAaM  PEKOMEHIYETCS  PYKOBOJCTBOBATHCS
CIENYIONMMUA  METOAMYECCKUMH  PEKOMEHAAIMSAMHU, HMEIONMMUCI Ha  Kadeape
rOCy1apCTBEHHOTO M MYHUIHMNAJIBHOTO YNPABJICHUSA W MOJMTHYECKUX TEXHOJIOTHM M Ha
opUIIMaTBLHOM CalTe:

1. Maptumuna H.B. DnexkTponHbiii oOpazoBarenbHbiil pecypc «CamocTosTenbHas
paboTa CTYJIEHTOB»: CBHUJETEJIBCTBO O peructpamuu pecypca Ne 20418 / MapTummna
H.B., Epemkuna O.B.; Ps3. roc. yH-T uMm. C.A. Ecenuna. — [lata peructpanuu 21.10.2014.
— 06bem 196 M6 (200704 K6).

4. OHOEHOYHBIE CPEIACTBA JJIs1 KOHTPOJIA VYCIIEBAEMOCTH H
PE3VJIbTATOB OCBOEHUA AVUCHUITIIMHBI (cm. @ono oyenounvix cpedcms)

4.1. PelTuHroBas cucTeMa OIIEHKM 3HAaHUW OOydYarolmuxcs 1O AUCHUIUIMHE He
HCMOJIb3YETCS

5. YUEBHO-METOJIMYECKOE W WH®OPMAIIMOHHOE OBECIIEYEHUE
JTIACITUTUINHBI

5.1.0cHOBHas nuTepaTypa

Hcnone3y KonnuecTtso
= ABTOp (B1), HAUMEHOBAHHWE, BUJI U3/IaHUSI, MECTO U3JIaHUS eTcs @ SK3EMIUISIPOB
= U U3/1aTeNIbCTBO, IO npu g B
ol S Ha
= u3ydeHun | (3 | Gubnuore
Kadeape
paszienoB Ke
Kysnemnos, 1. H. [lokymenTanimonHoe obecrieueHme
yrpaBiieHus. JIOKyMeHTOO00POT U JIeI0NPOU3BOACTBO
[DneKkTpoHHBIH pecypc] : yueOHUK U MPAKTUKYM IS
npukiaaHoro 6akanaspuara / M. H. Ky3nenos. — 3-e 23

1. | u3n., mepepad. u qon. — Mockaa : FOpaiir, 2018. — 461 c. 1-4 9bC
PR 2n
— Pexxum nmocryma: https://biblio-
online.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo-
431759#page/l , (nara obpamienus: 25.08.2019)

Poroxwun, M. 10. [lenonpon3BoacTBO [ DNEKTPOHHBIN
2 pecypc] : Kypc nekuui : yaebnoe mocodbue / M. 1O. 14 23- SEC
" | Poroxun. — Mocksa; bepnun: lupexr-Menua, 2014. — 2n

229 c. — Pexxum nocryna:



https://biblio-online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-431759#page/1
https://biblio-online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-431759#page/1
https://biblio-online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-431759#page/1
https://biblio-online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-431759#page/1

https://biblioclub.ru/index.php?page=book red&id=2537
02&sr=1 (nara obpanienus: 25.08.2019).

5.2 . JlonotHUTENTEHAS JTUTEPATYPA

Ne /1t

ABTOp(BI), HanMCEHOBAHUC, BUA U3JaHUsI, MCCTO U3JJaHUA
1 n31arciabCTBO, 'O

Hcnonp3
yeTcs
pu
M3y4YECHUU
pas3zaenos

CemecTtp

KomunuectBo
SK3EMIUISIPOB

B Ha

oubiamnore
Ko Kadeape

Hemun, FO. M. [lenonpoun3BoactBo. JJoKyMeHTallMOHHBIA
MEHEKMEHT [ DNeKTpOHHBIN pecypc] : yueOHoe mocobue /
1O. M. Jlemun. — Mocksa; bepiun: upexkr-Meaua, 2014.
205 c. — Pexxum nocryma:
https://biblioclub.ru/index.php?page=book_red&id=25365
7&sr=1, (nara obpamienus: 25.08.2019).

1-4

21

9bC

Poroxun, M. YO. [lenoBble JOKyMEHTHI B IpUMEPAX U
oOpa3uax [ DIeKTpOHHBIH pecypc] : COOPHUK TUITOBBIX
JTOKYMEHTOB. - MockBa; bepnun: Jlupekr-Menua, 2014. —
496 c. — Pexxum noctyma:
https://biblioclub.ru/index.php?page=book_red&id=25370
1&sr=1, (nara obpammenus: 25.08.2019).

23-
211

OBbC

Poroxun, M. 10. JlokymeHTaIImoHHOE 00ecreyeHne
yIpaBIEHUS [ DNEKTPOHHBIN pecypc| : MPaKTUUYECKOE
nocobue / M. 0. Poroxxun. — Mocksa; bepiun: Jlupexr-
Menua, 2014. — 398 c. — Pexxum pocryna:
https://biblioclub.ru/index.php?page=book red&id=25370
5&sr=1, nara obpamenus: 25.08.2019).

1-4

23-

OBbC

5.3. basml JaHHBIX, I/IH(l)OpMaI_[I/IOHHO'CHpaBOI-IHBIG H IIOMCKOBBIC CUCTCMBI:
1. Elibrary.RU [DnexTpoHHbIil pecypc] : HayuHas s1neKTpoHHas O6ubnuoreka. — Pexxum nocryma:

2.

https://elibrary.ru/defaultx.asp, ceoboamsrii (1aTa odpamenwus: 25.08.2019).

Tpynel mpenonaBateneil [DnekTpoHHBIH pecypc] : Koyiekuus // DIeKTpoHHas OuOIMOTEeKa
Hayunoit 6ubnuotexku PI'Y umenu C.A. Ecenuna. — JocTyn K MOJIHBIM TEKCTaM IO MApOJ0. —
Pexxum  pocryma:  http://dspace.rsu.edu.ru/xmlui/handle/123456789/3

25.08.2019).

Yuusepcurerckas 6ubnroreka ONLINE [DnexTponHsIil pecypc]

Hoctyn K IIOJIHBIM TEKCTaM o M1apOJIIO.
http://biblioclub.ru/index.php?page=main_ub_red (mata obparmenus: 25.08.2019).

Onextponnbiii katanor Hb PI'Y umenn C. A. Ecenuna [DnekTpoHHbIN pecypc] : 6a3a JaHHBIX
COJICPKMT CBEIECHUS O BCEX BUIAX JUTepaTypbl, nocrynapomux B ¢oux Hb PI'Y umenu C.A.

(mata  oOparieHus:

: DNIEKTPOHHAsg OUOIMOTEKA. —
Pexxum JIOCTyTa:

Ecenuna. — Ps3anb, [1990 - ]. — Pexxum moctyma: http://library.rsu.edu.ru/marc, cBo6oHbII

(mata obpamienus: 25.08.2019).

IOpaiit [DnexkTpoHHBIN pecypc] : anmekTpoHHas OmOmmoreka. — J[OCTym K MOJHBIM TEKCTaM IO
napoiito. — Pexxum nocryma: https://www.biblio-online.ru (nara obpamienus: 25.08.2019).

5.4. Tlepeuenb pecypcoB HH(POPMAITMOHHO-TEIEKOMMYHUKAIIMOHHON ceTu «lHTepHeT»

(manee — cetb «MIHTEpHETY), HEOOXOIUMBIX JJISI OCBOCHUS JUCITATIIAHEIL:
1. Delo-ved.ru. Bce o aenmonpousBoACTBE [DIEKTPOHHBIN pecypc]

http://delo-ved.ru., ceo6oaHbI (1aTa obpamienus: 25.08.2019).
2. EDOU.RU [DnexTpoHHBIN pecypc] : SHIMKIONEANs 1eI0Npon3BoacTBa / LIeHTp KoMIeTeHIuH 1o
BOIIPOCaM JOKYMEHTAITMOHHOTO 00eCIIeUCHHSI YITPABJICHUS M apXUBHOTO Jiea. — PexuM JocTyma:

: Caur.

— Pexum pocrymna:



https://biblioclub.ru/index.php?page=book_red&id=253702&sr=1
https://biblioclub.ru/index.php?page=book_red&id=253702&sr=1
https://biblioclub.ru/index.php?page=book_red&id=253657&sr=1
https://biblioclub.ru/index.php?page=book_red&id=253657&sr=1
https://biblioclub.ru/index.php?page=book_red&id=253701&sr=1
https://biblioclub.ru/index.php?page=book_red&id=253701&sr=1
https://biblioclub.ru/index.php?page=book_red&id=253705&sr=1
https://biblioclub.ru/index.php?page=book_red&id=253705&sr=1
https://elibrary.ru/defaultx.asp
http://dspace.rsu.edu.ru/xmlui/handle/123456789/3
http://biblioclub.ru/index.php?page=main_ub_red
http://library.rsu.edu.ru/marc/
https://www.biblio-online.ru/
http://delo-ved.ru/

http://www.edou.ru/enc/vvedenie.php, ceoboaHbIii (1aTa odpamenus: 25.08.2019).

3. TOCT P 7.0.97-2016. OpraHu3aiyoHHO-paclopsauTeIbHAs JOKyMeHTanus. TpeOoBaHUsS K
oopmienuto JIOKyMEHTOB [DneKTpoHHBII pecypc]. — Pexum JIOCTyTIA:
http://ppt.ru/newstext.phtmI?id=8194684, cBo6oaubIi (qaTa obparenus: 25.08.2019).

4. TOCT P 7.0.8-2013 CUBU/A. Hdenonpou3BOACTBO U apXHBHOE Je10. TepMUHBI U ONpeneIeHus
[DnexTponnbiii  pecypc]. — Pexum gocrtyma: http://docs.cntd.ru/document/1200108447 .,
cBOOOIHBIN (naTa obOpanienus: 25.08.2019).

5. KubGepJlennnka [DnekTpoHHBIN pecypc]| : HaydHas JIEKTpoHHas OumbiuoTeka. — Pesxxum nocryna:
http://cyberleninka.ru, cBoboaHsIit (1ata oopamenus: 25.08.2019).

6. OOpasipl 1 MAOJOHBI JOKYMEHTOB [DieKTpoHHBINH pecype]. — Pexxum mocryma: http://working-
papers.ru., ceoboiHbIN (naTa odpamenus: 25.08.2019).

6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEUEHUE JUCHUIUJINHBI

6.1. TpeboBaHus K ayTUTOPHUSM (ITOMEILICHUSIM, MECTaM) JIJIsl IPOBEICHUSI 3aHSITHIA:

JICKIMOHHBIC AYIWTOPHH, OCHAICHHBIE BHJCOMPOCKIMOHHBIM O0OPYIOBaHUEM, CPEICTBAMH
3BYKOBOCIIPOU3BENICHUS WU DJKPaHOM, OOOpyIOBaHHBIC Y4eOHOU MeOenblo; OnOIMoTeKka, HMEeoIas
y4eOHbIe MecTa JJIsl CTYACHTOB, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOHM C JOCTYIIOM K 0a3aM JaHHBIX U
cetu IHTEepHET; KOMIIBIOTEPHBIN KJIACC, MYJIbTUMEIUNHBIN KypC JEKIH .

6.2. TpeboBanust k 000pYTI0BaHUIO PAOOYUX MECT MPENOAABATENS U 00YUYAIOIIUXCS:

BuneonpoekTop, HOYTOyK, NEpeHOCHOW »5KpaH. B KOMIBIOTEpHOM Kilacce JOKHBI OBITh
ycranoBneHsl cpeactBa MS Office  : Word, Excel, PowerPoint u ap.

6.3. TpeboBaHus K CCIIMATU3UPOBAHHOMY 000PY/I0BAHHIO: OTCYTCTBYET.

7.0bPA30OBATEJIbHBIE TEXHOJIOT'MU (3anonusiercsa Tonbko aist @I'OC BITO)

8. MCTOIIH‘IGCKI/IC YKa3aHusA JIJI1 06yqa}oumxc;1 I10 OCBOCHHIO U CIUIIIIMHBI

By yueOHBIX 3aHATHIA Opranuzanus AesITeNbHOCTU CTYIeHTa

Jlexmmst Hanucanue koHcHeKkTa JEKUUH: KpaTKo, CXEMaTU4HO, IOCJIEI0BATENIbHO
(uKcUpOBaTh OCHOBHBIE MOJIOKEHHUS, BBIBOJIbI, (POPMYIUPOBKU, 0000ILIEHNUS;
MIOMEYaTh Ba)KHbIE MBICIIM, BBIJEIATH KIIIOUEBBIE CIIOBA, TEPMHUHBI. KOHCIIEKT
JIEKIMH JIy4YIlle TOAPa3AeNaATh Ha MYyHKTHI, maparpadbl, coOmoaas KpacHYIO
ctpoky. IlpuHnunuanbHele MecTa, onpeaencH s, GopMyibl U JPyroe cieayer
COIIPOBOXKAATh  3aMEUAaHUSAMHU  «BAXHO», «OCO00 BaXHO», «XOPOLIO
3allOMHHATH» H T.M. MOXHO JeiaTb 3TO W C TOMOIIBIO PAa3HOIBETHBIX
MapkepoB WM pydek. O003HAUUTh BOIPOCHI, TEPMUHBI, MaTepHall, KOTOPBIN
BBI3BIBAET TPYAHOCTH, TIOMETHTH M TIONBITAaTbCS HAWTH OTBET B
pexoMeHayemoit nureparype. Ecnu camocToaTenbHO He yaaeTcst pazoopaTbes
B Mmarepuaie, HeoOxoaumo copMynupoBaTh BONPOC H  3a1aTh
IIPET0/IaBaTell0 Ha KOHCYJIbTAIMH, Ha TPAKTUYECKOM 3aHSATHH.

[IpakTnueckue 3ansatus | [loaroroBka K KakIOMy IPAKTUYECKOMY 3aHATHIO JOJDKHA HA4aThCsi C
O3HAKOMJICHHSI C IUJJAHOM CEMHHApCKOr0 3aHATHS, KOTOPBIA OTpaKaeT
COZEpKAHUE TPEMIOKEHHON TeMBbl. TIIATENbHOE MTPOAYMBIBAHUE U U3YyYECHHUE
BOIIPOCOB IJTaHA OCHOBBIBAETCS HAa MPOPAa0OTKE TEKYIIET0 MaTepHasa JIEKIHIH,
a 3areM U3Y4YeHHs OOS3aTENIbHOH U JOMOJHUTENBHONH JUTEPATypHI,
PEKOMEHJIOBAaHHYI0 K JaHHOW Teme. Ha oOCHOBe WHAMBHIYaJbHBIX
MPEINOYTEHUH CTYIEHTY MOYKHO CaMOCTOSITENIbHO BEIOpaTh TEMY JOKIaaa O
npobjieMe ceMuHapa ¢ TI0 BO3MOXKHOCTH TIOJITOTOBUTH IO HEMY
npe3eHTaun. Eciau mpeaycMOTpeHO BBINOJIHEHUE MPAKTUYECKOTO 3aJ1aHus,
TO €ro HEOOXOIWMO BBITIOJHUTH C YYETOM MPEUIOKEHHON HMHCTPYKIIUU

(cemuHap)



http://www.edou.ru/enc/vvedenie.php
http://ppt.ru/newstext.phtml?id=8194684
http://docs.cntd.ru/document/1200108447
http://cyberleninka.ru/
http://working-papers.ru/
http://working-papers.ru/

(YCTHO WJIM TUCHMEHHO).

[Ipu moAroToBKE K CEMHUHAPCKUM 3aHATUSAM, HEOOXOIUMO OOpaTHTh 0coboe
BHUMaHME Ha CaMOCTOATEIBHOE H3yYeHHE PEKOMEHJIOBAaHHOM y4yeOHO-
METOJIMYECKOM (a TaKKe Hay4YHOU U MOMYJISIPHO) TUTEPATYPBHI.
KoHcnekTupoBanue UCTOUHUKOB. PaboTa ¢ KOHCIIEKTOM JIEKLIUH, TOArOTOBKA
OTBETOB K KOHTPOJBHBIM BOIIPOCaM, IPOCMOTP PEKOMEHAYEMOM JTUTEPATYPHI,
pabota ¢ TeKCTOM (yKa3aThb TEKCT M3 HUCTOYHMKA U [p.), IPOCIyLINBaHHE
ayJMo- U BUACO3AMUCEN 10 3aJaHHON TEME U JIp.

[IpakTrueckue 3aHATHS

(mpakTUueckas pabora)

3anucath TEeMy M 1edb MPAaKTHYECKOHM paboThl, 3amucarb KOPOTKO
MpeIIoKeHHbIe 3afanus. [lpu BBIMOTHEHWH 3aJaHUN IO COCTABICHUIO
JOKYMEHTOB HCIIOJb30BaTh OOpa3lbl JOKYMEHTOB, CIIMCOK pPEKBU3UTOB,
KOHCTPYKIIMOHHBIE CETKH, JIEKIUIO 10 cooTBeTcTBYIOMIEH Teme u ['OCT P
7.0.97-2016 «YHHUPUITIPOBAHHBIC CHUCTEMBI JIOKYMEHTAITUH.
YHaudunupoBanHas cucTema OpraHU3aIMOHHO-PACTIOPSTUTEIIBHON
JOKYMEHTAIMH TpeOoBaHUs K 0OPMIICHHUIO IOKYMEHTOBY.

OdopMrnenne TOKyMEHTOB POU3BOANTCS B peakTope Microsoft Word ¢
coONIOICHHEM BCEX OTCTYIOB M WHTEPBAJIOB. Bce BBINONHEHHBIE 3a/1aHuUs
JIOJDKHBI OBITh pacrieyaTaHbl v IPEJICTABJICHBI MPEIOIaBaATENO JIJIsl IPOBEPKHU.

IloaroroBka K

9K3aMEHY

IIpu moaroroBke K 3K3aMeHy HEOOXOJMMO OPUEHTHPOBATHCS Ha KOHCHEKTHI
JIEKIUM, pEKOMEHAYEMYIO JINTepaTypy U Ap. ['0TOBACH K dK3aMeHY, CTyAECHT
JUKBUAMPYET UMEIOLIHecs IPpoOesbl B 3HAHUSX, YIIyOJIseT, CHCTEMaTU3UpyeT
U yIIOPSIOYUBAET CBOU 3HAHUS.

9. [lepeuenb MHGOPMAIIMOHHBIX TEXHOJIOTHH, UCTIOIB3YEMbIX MPU OCYIIECTBICHUU
o0pa3oBaTeIbLHOTO Npolecca Mo AUCIUILTUHE:

® YTEHUE JICKIIUH C UCTIOJIB30BaHKE CIIalI-TIpe3eHTalui, rpaduuecKux 00bEeKTOB,
cxeM, 00pasIloB AEJIONPOU3BOJICTBEHHON JOKyMeHTaluu (uepe3 MuTepHer);

® pacIpoOCTPaHEHHUE CaMOCTOSATENIBHOTO 3aJaHus, €r0 MPOBEPKA U KOHCYJIBTUPOBAHUE
IIOCPEJACTBOM DJIEKTPOHHOM ITOYTHI;

® KOHCYJbTUPOBAHUE OOYYAIOIINXCS 110 MOJATOTOBKE K CEMUHAPCKUM 3aHSATUSIM
IIOCPEICTBOM 3JIEKTPOHHOM ITOYTHI.

10. TPEBOBAHHUA K IIPOITPAMMHOMY OBECIIEHEHHMIO VYYEBHOI'O

ITPOLECCA:
Crannapthsiii Habop [10 (B KOMIBIOTEPHBIX KJIaccax):
Hasganmue [10 Ne nuuienszumn
Omneparonnas cuctema WindowsPro Horosop Ne65/2019 ot 02.10.2019
AntuBupyc Kaspersky Endpoint Security Jlorosop Ne 14-3K-2020 ot 06.07.2020r.
Oducnoe mpunoxenue Libre Office CBoOoano pacmpoctpansiemoe [10

Apxusarop 7-zip

CBo0OoHO pacripoctpansiemoe [10

bpaysep u3obpaxennii Fast Stone ImageViewer | CBobOomHO pacnpoctpansemoe [10

PDF punep Foxit Reader CBobosHO pacnpoctpansemoe [10
Menua npourpsiBarens VLC mediaplayer CBobosHO pacnpoctpansemoe 110
3anuch auckoB Image Burn CBoOoano pactpoctpansemoe [10

DJVU 6payzep DjVuBrowser Plug-in CBobosHO pacnpoctpansemoe [10




Cranmaptabiii Ha0op 110 (11 kadeapanbHbIX HOYTOYKOB):

Hassanue [10 No nmunien3um
AntuBupyc Kaspersky Endpoint Security Horosop Ne 14-3K-2020 ot 06.07.2020r.
Oducnoe mpunoxenue Libre Office CBoOoaHo pactpoctpansemoe [10
Apxwuarop 7-zZip CBoboHO pacnpoctpansemoe 110
Bbpayszep nzobpaxkenuii Fast Stone ImageViewer | CBo6oano pacnpocrpansemoe 110
PDF punep Foxit Reader CBoOoaHo pactpoctpansemoe [10
Menana npourpeiBatenb VLC mediaplayer CBobosHO pacnpoctpansiemoe [10
3anuch aAuckoB Image Burn CBoOoaHo pacnpoctpansemoe [10
DJVU 6paysep DjVuBrowser Plug-in CBo0OojHO pactipoctpansiemoe [10

11. UHBIE CBEJAEHUA




MUHUCTEPCTBO HAYKU Y BBICILIETO OBPA3OBAHUS
POCCUICKOI ®EJIEPALIUMN

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE OBPA30OBATEJIBHOE
YYPEX/JIEHUE BbICHIEI'O OBPA3OBAHUA

«Ps3aHckuil rocynapcTBeHHbId yHUBEepcUTeT iMeHU C.A. EceHnHa»

YTBepxaao
neKaH (akynbTera
COLIMQIIOTUHU U YTIPaBJICHHS

O.B. Bacunenkosa
31 aBrycra 2020 r.

AHHOTanus paboyeil mporpaMMbl AUCLUIUIAHBI (MOTYJIS)

OCHOBGI AEJIOITPOU3BOJACTBA

Hamnpasnenue noAroToBKu
38.03.04 I'ocyaapCTBEHHOE YU MYHULIMIIATLHOE
yIpaBJICHUE

HanpasnenHocTs (mpoduiib)
['ocynapcTBeHHast 1 MyHULIMIIANIbHAS CITY>K0a

KBanudukanus
Oakanasp

dopma 00yueHus
OyHas

Ps3zanp 2020



1.

HGJIB OCBOCHHUA AHMCHUIIIIMHBI

LenstMu OCBOCHUSI TUCITUTIIMHBI SABIISIOTCS:
dbopmupoBanre o0mENPO(PECCHOHATBFHBIX M MPOPECCUOHAIBHBIX KOMIIETCHIIMA B
cootBeTcTBUM ¢ TpeboBanusimu PI'OC BO mo nampasnenuto moarotoku 38.03.04 —
«["ocymapcTBeHHOE M MYHULIUTIATBHOE YIIPABICHHUEY;
dbopMHupOBaHUE KOMITETCHIIMNA KaK KOMIUIEKCOB 3HAaHWW, YMCHHWA W BJIQJICHHUM, B
COBOKYMHOCTH oOecneunBaromux d>PQPEKTUBHYI0 OPraHU3alMI0 JTOKyMEHTOO000pOoTa,
o(opMIIEHUSI OPTraHU3AIMOHHO-PACTIOPSAIUTEIBHON U YHU(DUIIMPOBAHHON JOKYMEHTAIIUH,

AJOKYMCHTAIIMOHHOI'O

MYHHIUTAIBHON CITYKOBI.

2.

obecrieyeHus

YIPaBJICHUS

MecTo aucuuniuHsbl B cTpykType OIIOI1

B

cthepe

rocyapCTBEHHOM

51

JNucuuminaa «OCHOBBI JEIONMPOU3BOACTBAa» OTHOCUTCA K JIUCHMIUIMHAM 0a30BOM

yactu bioka 1.

JlucuuinHa u3ydaeTcs Ha 2 Kypcee (3-4 cemecTphl).

3.
qaca.

4.

TpynoeMKOCTh AMCHUIUIMHBL: 4 3a4eTHble eAuHUIBI 144 akaaeMU4ecKux

[lnaHnupyeMble pe3ysibTaTbl 00YYeHHUs MO AUCLUIIMHE, COOTHECEHHbIE

C IVNIaHUPYEMBIMHU PE3YJIbTATAMH OCBOEHHA O6pa3OBaTeﬂbHOﬁ IIporpaMMBal

HepequL IJIAHUPYEMBIX PE3YJIbTATOB O6y‘{eHH${ IO AU CHUIIIIMHE

Homep/unaekc Conepxanne B pesynbpTare nzydeHus: AUCHUTUIMHBI 00YJarOIIUeCs TOJKHBI:
Ne n/mt S KOMIIETCHLIUU
(wm ee vacTn) 3HaTh VmeThb Brazets
(HaBBIKAMN)
1 2 3 4 5 6
1. OIIK-6 CIIOCOOHOCTBIO OpraHU3aLHI0 MICII0JIb30BaTh HaBBbIKAMU pabOTHI C
pemarpb NIeNTOTIPON3BOACTBA M [MH(OOPMAIIMOHHO-  [KOMITBIOTEPOM KaK
CTaHJapTHBIE 33/1a4H CHCTEMbI KOMMYHHKAIIMOHHBIECPEICTBOM
NpoeCCHOHATBFHON |[TOKYMEHTAIIHH; TEXHOJIOTUH IS YIIpaBJICHUS
NEesTeIbHOCTH HA  [IPUHLUIIBI M CIIOCOOBI [TOJTyYeHHS uHpopMaLuei;
OCHOBE paboThI € nH(popManuy B HaBbIKaMH pabOTHI €
MHGOPMALIMOHHON 1 MH(POPMALIMOHHO- npodeccnoHaabHON MHPOPMALOHHO-
orborpadguuecKOHKOMMYHHKAITHOHHBIMHChEpPE; KOMMYHHKAIIHOHHBIMHY|
KYJIBTYpPBI C TEXHOJIOTUSIMH; pa3pabaTbIBaTh TEXHOJIOTUSIMH.
pUMEHEHUEM CTIOCOOBI 3aIHUTHI METOIMYECKUE U
MHPOPMALIMOHHO-  [MH(pOpMalUK. CIpaBOYHbBIE
KOMMYHHUKAITHOHHBIX|. MaTepHAaIIBI TIO
TEXHOJIOTUH U C BOIpoOcam
y4€TOM OCHOBHBIX npodeccroHanbHOM
TpeGoBaHUI NesITebHOCTH;
MH(}OpMalOHHON paboTaTh C
0€3011aCHOCTH nH(popManmen B
rJ100aTbHBIX
KOMITBIOTEPHBIX

CCTAX.




5. dopMa IIPOMEKYTOUHOH aTTeCTAMK B ceMecTp (bI) IPOXOKICHUS
Dk3ameH (4 cemectp).

I[I/ICHI/IHJ'H/IHa peain3ycTCsa qaCTHUYHO C IMPUMCHCHUEM JAUCTaHIITMOHHBIX
O6p8,30BaT€JIBHI>IX TEXHOJIOTHM.



