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1. IlepeyeHb MJIAHMPYeMbIX Ppe3yJbTATOB OOy4YeHHS] MO JUCHUILINHE, COOTHECEHHBIX ¢
IUIAHMPYEeMbIMH Pe3yJIbTATAMH 0CBOCHHUsI 00pa30BaTeJIbHONH POrPaMMbl

1.1, Jucuummmaa K.M.08.03 «/lokymeHTanmoHHOE 0OecrieueHrne mpe10CTaBIeHuUs
TOCYIapCTBCHHBIX M MyHHUIMITAJIBLHBIX YCIYT» 00€CIIeYMBACT OBJIAJICHUE CIICTYFOIIUMU
KOMIICTCHIIUAMU C y‘-IéTOM 3TaIlOB.

Kon HaunmenoBanue Kon srama HanmeHoBaHMe 3Tana OCBOCHUS
KOMIIETEH KommeTeHnum OCBOCHHUSA KOMIIETCHITUH
805071 KOMIICTCHII
15078
I1K-15 YMEHUE BECTU [1K-15.1 YMEHUE BECTHU JEIONPOU3BOJCTBO U
JIETIONTPOU3BOJICTBO U JIOKYMEHTOOOOPOT B OpraHax
JIOKYyMEHTOO0O0pOT B rocyJapCTBEHHOTO U
OopraHax rocyaapCTBEHHOTO MYHHUIMIIAJIHOTO YIIPABJICHUS
1 MyHUIIUTIATBHOTO
YIIpaBJICHUS
[1IK-24 BllagenneM Ttexnoiorusamy, | [1K-24.1 BJIaJcHUEM TEXHOJIOTHSIMH,
nprueMamu, npueMamu, 00ecneynBaroIMMA
00ecIeYnBaIOIUMH OKa3aHHEe rOCyJIapCTBEHHBIX u
OKa3aHue rocyJapCTBEHHBIX MYHHIMIATBHBIX YCIYT (U3UUYECKUM
U MYHUIIUNAIBHBIX YCIyT Y IOpUIUYECKUM JTUIaM
bU3UIECKUM u
IOPUIMYECKUM JIUIIAM

1.2. B pe3ynbpTare 0CBOCHHS AMCLUUILUINHBI y CTYJCHTOB JIOJDKHBI OBITH C(POPMHPOBAHBI:

Kox >Tana
IIpodeccnonanbHBIE
JES— OCBOEHHUSI Pe3yabTaThl 00yueHus
KOMIIeTeHIINH
- rocynapctBenHoe| [1K-15.1 cJaeAyouue 3HAHUSA:
[pEeTyJIMpPOBaHUE - rOCyIapCTBEHHOE peryJMpoBaHue
TOKYMEHTALlHOHHOT'O JIOKYMEHTAIIMOHHOTO 00ecIieueHusl yIIpaBICHHS B
oOecrnieueHus rOCYyIapCTBEHHBIX OpraHU3alMiIX;
YIIPABJICHHS B - COBPEMEHHYI0 OpraHHU3aIuio JTOKYMEHTOOO0OpOoTa M
rOCYHapCTBECHHBIX TeHaeHnun ucrnons3oBanus UKT;
OpraHU3aIUsIX; - OpraHU3alHI0 ONEPATUBHOTO XPAHEHUs TOKYMEHTOB B
- OpraHu3anus TEKYILIEM JETONPOU3BOJICTBE;
NTOKYMEHTO000poTa U - OCHOBHBIC TCHICHIIMU Pa3sBUTHUS JIEIOINPOU3BOJCTBA B
TEHICHIIUU rOCyIapCTBEHHOM arapare ylnpaBieHUs
rcnons3oBanus MKT; U Pa3IUYHBIX OPraHU3aIUAX, B TOM YHCIIE COLMATBHOM
- OpraHu3alus cdepsl.
OIEPaATUBHOTO Cuaenymommue yMeHUA:
XpaHEHUS - COCTaBIATh W OMOPMISTH  YIPaBJICHYECKUE
JIOKYMEHTOB B JIOKYMEHTBI, B TOM YHCJI€ HHPOPMAIIMOHHO-
TCKYIICM CIpaBOYHBIE, B COOTBETCTBUU C TpeOOBAHUSIMHU
JIEJIONPOU3BOJICTBE; MIPAaBOBBIX aKTOB U CTAH/IAPTOB;
- COCTaBJIICHHE W - TPaMOTHO HCIIOJb30BaTh ITOMCKOBBIE BO3MOYKHOCTH
odopmiieHre CUCTEM DJIEKTPOHHOTO JOKYyMEHTO000pOTa;
YIIPABJIEHYECKUX - pa3ouparbCcs B KiIacCHU(pUKATOpPAX PA3TUYHBIX BHJIOB,
IOKYMEHTOB, B TOM YMETb M0JIb30BATHCS HOMEHKJIATYPOU JIelI,
YLCIIe MePEYHIIMU JOKYMEHTOB CO CPOKAMHU XpaHEHHUS),




WH(OPMAIMOHHO- BJIAJECTh HaBBIKAMU:

CIIPaBOYHBIE, B - TOATOTOBKHM  OCHOBHBIX  BHUJOB  JIOKYMEHTOB,
COOTBCTCTBHUU C HCIIOJIB3YCMbBIX B CUCTCMC MPCAOCTABICHUA Hy6JII/I11HbIX
TpeOOBaHUSIMU YCIIYT;

[MPAaBOBbBIX AKTOB U
CTaH/IapTOB; - T1pueMa, HCIOJIHEHHs, OTIPaBKU JOKYMEHTOB B
- HUCIIOJIBb30BaHUC TPAAUIUOHHLBIX YCIOBHAX U B YCIOBUAX pa6OTBI B
MOMCKOBBIX opraHax  MpEeJOCTaBICHUS  TOCYJApCTBEHHBIX U
BO3MOXHOCTEH MYHULUNAJIBHBIX YCIIYT

CUCTEM
HIIEKTPOHHOTO
TOKYMEHTO000pOTa;
- pabora c
KJ1accu(puKaTopaMu
[PA3JIMIHBIX BUIOB,
MCIIOJIb30BaHUE
HOMEHKJIATy PO JIell,
MepeyHs MU
JIOKYMEHTOB co
CPOKaMU XpaHEHUs);
BJIAJCTh HABBIKAMMU:

- pHUeM,
MCIIOJTHEHHE,
OTIIpaBKa
JTOKYMCHTOB B
CME)KHBIE
OpraHu3aIuy,
oOecrnevnBaroIme
yOJIMYHbIE YCIYTH

2. O0beM TMCUHUIIMHBI B 32a4YeTHBIX €IMHHUIAX C YKAa3aHHEM KOJIMYeCTBA aKaJeMHYeCKHX
WIH ACTPOHOMHYECKHX YaCOB, BbIJIEJEHHBIX HA KOHTAKTHYI0 PadoTy o00y4ariumxcsi ¢
npenoaasarejeM (M0 BHIAM Y4YeOHBIX 3aHATHI) M HAa CaMOCTOAATEJbHYH padoTy
00yYaouuXxcsi M MECTO TUCHMILIMHBI B CTPYKTYpPe 00pa3oBaTe/ibHOM NPOrpaMmbl

O0BbeM TUCHUTIINHBI

OO01mas TpyJ0eMKOCTh JUCIHILINHBI cocTaBiseT 3 3.e. (108 a.q.).

KonnuecTBO akageMHUYeCKMX 4YacoB, BBIACNEHHBIX Ha KOHTakTHYI paboTy ¢
npernojaBaTesieM (1o BuAaM y4eOHBIX 3aHSATUIN) U HAa CAMOCTOSTEIbHYIO paboTy 00yJarommxcs:

- ouHas ¢Gopma oOydeHus: nekuuu — 16 a.4.,, mpakThyeckue 3aHATHS — 32 a.u.,
camocrosiTenpHas padora — 60 a.4.

Mecto aucuumimabl B ctpykrype OII BO

Hucnunnuza «/{lokyMeHTalnoOHHOe o0ecneuyeHue MpeoCcTaBJIeHUs IoCy apCTBEHHbIX
U MYHUIMOAJIBHBIX YCJIYI» OTHOCHTCS K JUCHUIUIMHAM O BeIOOPY Moayis MHpopmamoHHbIe
U TEJIEKOMMYHHUKAIlMOHHbIE TEXHOJOTUU B cdepe MpeloCTaBIeHUs TOCYyJapCTBEHHBIX H
MYHULUOAIBHBIX YCIYT ¥ B COOTBETCTBUU C YUYEOHBIM IUIAHOM OCBAaMBAETCs CTyIEHTaMU B 4-M
ceMecTpe Ha 2-M Kypce OYHOH (pOpMBI O0YUICHUSI.

JucuuruvHa — SBISETCS  JIOTUYECKMM MPOJOJDKEHHEM W Pa3BUTHEM  COJIEpYKaHMSA
MpeNUIeCTBYIOMUX TUCHUIUIMHBL «Teopusi mnpaBineHus» u «CHucTeMa TOCYJapCTBEHHOM U
MYHULUNATBHONU caykObD» 2-3-ii cemecTphl. [/laHHbIE AMCHUIUIUHBI JOJDKHBI COPMUPOBATH Y
0aKkalaBpOB «BXOJHBIC» 3HAHMS, YMEHHS M HaBBIKH, COCTaBISIOIINE COAEPKATEIbHYIO H
METOJIOJIOTUYECKYK0 OCHOBY [UIsl YCIEHIHOI'O OCBOEHMSI AMCLUMIUIMHBI «JlOKyMEHTalMOHHOE




obecreyeHrne MpeJoCTaBICHUsI TOCYIAapCTBEHHBIX M MYHUIMNAIBHBIX YCIyr» JlMCHUIUIMHA

«/lokyMeHTallmOHHOE O0eCIeYeHne TMPEeIOCTABICHU TOCYIAPCTBEHHBIX M MYHHUIIUIAIBHBIX

YCIIyI» CIYXUT TEOPETHMYECKOM W METONOJIOTMYECKOM OCHOBOM MJIi OCBOCHHS JIHUCLUIUIMH:

«IIpuHATHE U UCTIOJHEHUE YIIPABICHYECKHUX PelIeHu» U «lIporao3upoBaHue U INIAHUPOBAHUE.
dopma IpoMeKyTOUHON aTTeCTallui B COOTBETCTBUH C YYEOHBIM IUIAHOM — 3auéT.

3. Coaep:xaHue JMCUMILUIMHBI, CTPYKTYPHMPOBaHHOe M0 TeMaMm (pa3aeaam) ¢
yYKa3aHUEM OTBeJIEHHOI0 Ha HUX KOJUYECTBA AKAJeMUYECKMX U ACTPOHOMHYECKHX 4YacOB,
BU/I0B YUeOHBIX 3aHSITUH M CTPYKTYpPa IMCUHUIIHHBI

CTpyKTypa JUCHUILIMHBI
Taoauna 1.

O0beM JUCHHUILIMHBI, Yac. ®opma
KonTakTHas paﬁoTa TeKylIero
o0yuaommxcs ¢ KOHTPOJIS
Bcero npenogaBareyemM CP yenesaemocTu?,
10 BUAAM Y4eOHBIX 3aHATHH NPOMEKYTOYHOM
I | JIP | 3 | KCP aTTrecTaluu

Ne i/m HaunmeHnoBanue TeM

Ounas popma odyuenus

OCHOBHBIE IOHATHS O
JICJIOTIPOU3BOJICTBE H
JOKYMEHTO000pOoTE.
Tema 1 | Pa3Burue 16 2 4 10 O
MIPEJICTABICHHUH O
JIOKYMEHTE.

3aKOHOJaTEIbHOE U
HOpPMAaTHBHO-
METOIMYECKOE
peryaupoBaHue
JOKYMEHTAIHOHHOTO
Tema 2 | obecnieueHus ynpaBieHUs 16 2 4 10 O
B OpraHax
rOCYJJapCTBEHHOI'O U
MYHHUIIUTIAIEHOTO
yTpaBJIeHUsS

OcHoBBI
JIOKyMEHTOO00O0pOTA:!
MIPUHIUIIBI OpraHU3allly,
cnenuduka

Tema 3 | nokymeHToo60pOTAa B 18 2 6 10 O, 1
yIpaBICHUU
TOPOACKHM X03HCTBOM

TpebGoBanus k

coCTaBy ¥ 0(OPMIICHUIO
Tema 4 | TOKyMEHTOB JIJIst 18 2 6 10 0,11
MOJTy4CHUS
TOCY/IAPCTBECHHBIX H




O0beM TUCIHHUILIUHBI, Yac. ®opma
KounrakTHas padora TeKylIero
Ne ni/m HaumenoBanue Tem 00yuaroumxcs ¢ KOHTPOIH 1
Bcero npemnoaaBaTejemM CP | ycneBaemoctu?,
10 BUAAM Y4eOHBIX 3aHATHH HPOME;KYTOHHOI
N | JP H3 KCP aTTecTalluu
MYHHIUIIAJIBHBIX YCIYT
Opranuzanusi XpaHeHUs
Tema 5 | HOKYMEHTOB B TEKyIIEM 20 4 6 10 O,
ACJIOIMPON3BOJACTBE
Opranuzanus paboThI ¢ O,
Tema 6 oOpaIieHUsIMU TPaKIaH 20 4 6 10
Bcero: | 108 16 32 60

IHpumeuanue: 1 — gpopmul mexyugezo koumpous ycnesaemocmu: onpoc (0), ketic-3adanue (K3), ooxnao (1),
Koumponvtas paboma (K)

Conep:xanue qIMCUMILTHHBI

Tema 1. OcHOBHBIE IOHATHS O 1€JIONPOU3BOICTBE U JOKYMeHTo0OopoTe. Pa3zBurtue
NpeJCTABJICHUH O JOKYMEHTe.

[ToHsATHSA «TOKYMEHT», «TOKyMEHTallnoOHHOE obecrieueHue ynpasierus (IOY)». oreuecTBeHHOM
1 3apy0eXKHOM 3aKOHOJIAaTeNbCTBE. TepMUHOIOTNYeCKUe cTanaapThl. Pa3BuTue npeacraBieHuil o
noKyMeHTe. Poiib TOKyMeHTa B JKM3HU YelioBeKa M OoO0IiecTBa. BiusHue HaydYHO-TEXHUYECKOTO
mporpecca Ha pa3BuUTHE AoKyMeHTa. CBOHCTBAa M HpHU3HAKU JOKyMeHTa. JlOKyMeHTaIlMOHHOE
obecrieueHre yIpaBJICHUS KaK BakHeWIass (DYHKIMS YMPaBICHUS, €€ MECTO CPEeau JPyTux
ynpaBieH4YecKuX (PpyHKIM. B3auMoCBsI3b CUCTEMBI YIIPABICHUS B 1[EJIOM U CUCTEMBI yIIPaBICHUS
JOKyMEHTaMU. 3HA4Y€HHE JOKYMEHTOB JIJIsl peain3allid YIpaBiIeHUYECKUX perieHnil. OCHOBHBIX
nonoxxeHud EAuHON TrocygapCTBEHHOM CHUCTEMBI JAEJIONPOM3BOJACTBA, €€ 3HA4YCHHE IS
OpraHu3alMy  JEJONPOM3BOJCTBA B  VUPEKICHUSAX U OpraHu3anusx. BHenpeHue
MH()OPMALIMOHHBIX TEXHOJOTUH: CMemaHHbIH (OyMakKHO-DJIEKTPOHHBIN) W DIEKTPOHHBIN
JIOKyMEHTOOOOPOT.

Tema 2. 3akoHoaTe/IbHOE H HOPMATHBHO-METOANYECKOE PeryJHpoBaHue
AOKYMEHTAIIMOHHOT0 00ecrieYeHHsl YIPaBJIeH!s B OPraHax rocy1apcTBeHHOro u
MYHUIIUTIAJTBHOTO YIIPABJIeHUS

CrpykTypa 3akoHOAaTenbHON U HopMaTtuBHOM 0a3bl JIOY: Koncrutymus PO,

Konctutynnonnsie 3akonsl, @enepanbuble 3akoHbl, akTel [Ipesunenra PO, noctanoBieHus
[IpaBurenscTBa PD, BE1OMCTBEHHBIE aKThI, 3aTPArMBAOIINE BOIIPOCHI JEIOIMPOU3BO/CTBA.
HopmartuBHo-meronnueckue aktel o JJOY: uHCTpyKIMH, IpaBuUiia, IEPEYHN JOKYMEHTOB CO
CpOKamu XpaHeHHus U Jp. VIX 3Ha4YeHHe 1l IOCTAHOBKH JEJIONPOU3BOCTBA B KOHKPETHON
opranu3zanuu. Bonpockl nenonpon3BoCTBa U 10CTyNa K HHpopManuu B kojekcax Poccuiickoit
@Oenepaunu.  CoBpeMeHHass  HOpMaTHBHO-MeToJuYeckas  0a3a  JEJIONpoM3BOACTBA 00
MH(POPMAIIMOHHBIX TEXHOJIOTHSIX.

Tema 3. OcHOBBI [0KYMEHTO000OpPOTa: NPHMHUMIBI OPraHM3aluM, crnenuduka
AOKYMEHT0000pOTa B YNIPABJEHHH I'OPOJACKHM X035l CTBOM



JIokyMeHTO0000pOT Kak >(Q(EKTUBHBI MHCTPYMEHT ONTHMHU3ALMU YHPABICHUYECKUX PEIICHUH.
OreHKa COBPEMEHHOI'O COCTOSTHUS JOKYMEHTAI[MOHHOTO obecnieueHus ynpasieHus. CTpykTypa u
o0miasi XapakTepUCTHKA JIOKYMEHTOIOTOKOB B JIOKyMeHTooOopoTe. IlpaBuia opranuzanuu
JBIDKEHUSI JOKYMEHTOB B opraHu3auuu. OCHOBHBIE TOHSTHS, TpPeOOBaHUS K OpraHU3aLUU
JOKYMEHTO000pOTa; OCOOCHHOCTH pPabOThl C JJIEKTPOHHBIMH JOKYMEHTaMH; O0s3aTelIbHbIE
CBEJICHUSI O JOKYMEHTaX, MCIOJb3yEMBIX B ILIENAX Y4YeTa U IOMCKA JOKYMEHTOB B CHUCTEMax
ANEKTPOHHOTO JIOKyMEeHTOOO0OpoTa. I[IpuHIUMNBI oOpraHu3aluu JOKYMEHTOOOOPOT B OpraHax
roCy/1JapCTBEHHOI'O M MYHUIMINAJIBHOTO ynpasieHuss. OCHOBHBIE 3Tambl JTOKyMEHTOOOOpOTa:
IpHeM U MepBUYHAasg 00paboTKa MOCTyHaroUIMX JAOKYMEHTOB, MPEABAPUTEIILHOE PAacCMOTPEHHE,
perucrpanys MOCTyNaUIMX JOKYMEHTOB, OPAI0K PACCMOTPEHHUS JOKYMEHTOB PYKOBOJCTBOM U
JIOBEJICHUSI TOKYMEHTOB JI0 MCIIOJHUTENEH, paboTa UCIOIHUTENS C JOKYMEHTaMH, OpraHu3aIus
paboTBl C OTHpPaBISIEMBIMH JIOKYMEHTaMM, WX PETUCTpalUsl M OTIpaBKa, PpErucTpanmus |
MPOXOXKACHUE BHYTPEHHUX JA0KyMeHTOB. Crenuduka AOKYMEHTOOOOpPOTa B OpraHU3alUAX
IIPEIOCTABIICHHUS TOCYIaPCTBEHHBIX U MYHUIIUIIAJIBHBIX YCIYT.

Tema 4. TpeOoBanusa Kk coctaBy H OGOPMJIIEHHIO [OKYMEHTOB [UIl MOJy4YeHUsl
rocyJapCcTBeHHbIX 1 MyYHUIIMIIAJTBHBIX YCIYT

OcHOBHbIE HOPMATUBHBIE JIOKYMEHTBI: MeToaudYeckue pEeKOMEHJAIM 10 pa3paboTke
WHCTPYKIMHU IO IEIONPOU3BOJCTBY B (peiepaibHbIX OpraHax WCIOJHUTEIBHOM BIACTH O OJiaHKaX
JOKYMEHTOB, O(OpPMIIEHUM PEKBU3UTOB JOKYMEHTOB, O(OPMIIEHUU OTHAEIbHBIX BHUIOB
JOKYMEHTOB M cOcTaBe AOKyMeHTOB. [lonstue «pexBusut». IloHsTHE «POopMyIsapa TOKyMEHTay.
Ponp Gmanka B cTpykrype AokymeHTa. CocraB OliaHKa, MOPSIOK PACHOJIOKEHUS PEKBHU3UTOB B
Onmanke. YHUPHUKANHUA JOKYMEHTA KaK OJJHO U3 HAIPaBIICHUI €r0 COBEPIICHCTBOBAHMS.
PexBu3uthl, perymupyemsie rocyaapctBeHHbIM  crangaprom. ['OCT P 6.30-2003 wu
MeTtoauyeckuMH pEKOMEHAALUAMUA 10 pa3paboTKe HMHCTPYKLUM 10 JIeJO0NpPOU3BOJCTBY B
denepanbHBIX ~ OpraHax  HCIOJMHUTEIBHOW  BJIACTU U PEKBU3UTHI,  PETyJIUpyeMbIe
3akoHoAarenscTBOM Poccuiickoit ®enepanuu. TpeboBaHHS K TEKCTy pazIUYHBIX BHJIOB
yIpaBJIeHYECKUX TOKYMEHTOB. MH(pOpMaImOHHO-CIIpaBOYHbIE TOKYMEHTHI B COLMANILHON cdepe.
TpebGoBanust K OPOPMIIEHUIO U COACPIKAHUIO TOKYMEHTOB.

Tema 5. Opranuzanusi XxpaHeHUusi JOKYMEHTOB B TeKYILleM /1eJI0NPOU3BOACTBE.
[TonsiTHE «KOMILIEKCAa TOKYMEHTOBY. DOpMHUpPOBaHME KOMIIJIEKCOB JOKYMEHTOB B TEKYILEM
nenonpousBoactee. Crenupuka GOpMUPOBAHUS  KOMIUIEKCA JIOKYMEHTOB B  CHUCTEME
MPEIOCTABICHUSI TOCYIAPCTBEHHBIX W MYHHIMNAIBHBIX YycIyr. HopMaTuBHO-METOAMYECKHE
MaTtepuainbl (eaepaabHOM apXWBHOM CIy)kObl 00 opraHuzanuu padoThl C JIOKyMEHTaMU IO
MOATOTOBKE K apXUBHOMY XpaHeHHI0. Pa3paboTka u BeaeHre HOMEHKIATYphI fein. HoMmeHnknatypa
Jen B OpraHu3aldd CO CMEIIaHHBIM JOKYMEHTOOOOpoToM. MeToauka COCTaBICHHS
HOMEHKJIATyphl JIeJ: U3yueHue cocraBa AOKyMeHTOB. Cpoku XpaHeHUs IOKyMeHTOB. [lopsimox
oopMIIeHHUs, COTTIAaCOBaHMS U YTBEPXKACHHUS HOMEHKIATypel jen. [loHsTtne ‘“‘mepedyeHb
JTIOKYMEHTOB”. Ha3HaueHne M HCIOJIb30BAHUE MEPEYHEH B KAYECTBE OCHOBHBIX MCTOYHUKOB IO
W3YYEHUIO COCTaBAa M COJEpXkKaHUS JOKYMEHTOB, VYCTAHOBJIIEHUIO CPOKOB XpaHEHUS U
00€ecCIeueHn0 eIMHCTBA ONEPATHBHOTO XpaHEHUs W apxuBa. OTBETCTBEHHOCTh 3a COXPaHHOCTH
JIOKYMEHTOB.

Tema 6. Opranuzauusi padoThl ¢ 00palIECHUSIMH I'PAXKIAH

Onepanuu 1o MpueMy, PETUCTPALMM, KOHTPOJIO WCIOIHEHUS, MPUHATHIO pELIEHUH I0
oOpallleHnsIM IpaX/laH KaK 4acThb YIPaBJIEHYECKOTo0 AOKyMeHTooOopoTa. TpeboBaHus K cpokam
MOJrOTOBKM OTBETOB Ha oOpamieHus rpaxnaaH. TpeOoBaHMS K COJACPXKAHUIO OTBETHBIX
JNOKyMeHTOB. @DOpMHpOBaHHME U XpaHEHUE TMPENJIOKEHUN, 3asBICHUN, Kalod TpakIaH.



O06o001menre, aHaau3 ¥ UCIOJIb30BAaHUE JTAHHBIX O paboTe C OOpalieHUsIMUA TpakJaH B armapare
YHOpaBJICHUA. HpI/IMeHeHI/IC SJICKTPOHHBIX TEXHOJIOTUH AJid MOATOTOBKU OTBCTOB U OpraHU3allun
WH(POPMAIIMOHHO-CIIPABOYHON CIYXKObI B YUYPEKICHHUSIX C OOJBIIMM OOBEMOM MPEUIOKEHUH,
3asiBJICHUH, *kano0 rpaxaan (Ha nmpumepe MOCD/10). 3akoHoaaTenbHas perJaMeHTanus padoThl
C MPEIUIOKCHUSIMHU, 3asiBICHUSIMH U jkanooamu ['pakaan. @opMupoBaHue 3aKOHOIATEITLHON 0a3kbl,
perIaMeHTHPYIONIeH paboTy OpraHOB YIPABICHUS C TPAKIaHAMH.

4. MaTtepuaJjbl TEKYIIero KOHTPOJIsI yCIIeBAeMOCTH 00yJaromuxcsi U GoH/I OLeHOYHBIX
CpPeACTB MPOMEKYTOYHOM aTTeCTAIMU 1O JUCIHUIIMHE

4.1. ®opmMbl W MeTOABI TEKYUIEr0 KOHTPOJS YCIHEeBAeMOCTH OO0y4alomuxcsd u
NMPOMEKYTOYHOM aTTeCTAIMH.

4.1.1. B xome peaqu3anuv JUCUMIUIMHBI HCIOJB3YIOTCA CJeAYIOLIHEe MeTOobl
TeKYLero KOHTPOJIfA YCIIeBAeMOCTH 00yUaIOIIUXCS:

- IIpU IMIPOBCACHUN 3aHATHH JICKOMOHHOT'O TUIIA: OIIPOC.
- [IpH IPOBCACHUUN 3aHATHH CECMMHApPCKOI'0 THIIA. OIIPOC, TCCTUPOBAHUEC, NOKJIAI.
- IIpU KOHTPOJIC PE3YJILTATOB CaMOCTOSITEILHOMI pa6OTLI CTYACHTOB: OIIPOC.

4.1.2. IIpome:xxyTOYHAsI aTTECTAllUSA NPOBOAMTCH B opme 3auéTa.

OueHuBaHue oOOyYarOUMXCsl B IPOILIECCE IMOATAITHOTO OCBOCHHUS WMH KOMIICTCHIIHM,
(dbopMUpYEMBIX TaHHON TUCIUILUIMHON OCYILIECTBIAETCA B JOpME 3aueTa, KOTOPBIH Mperoiaraer
OLICHMBAHHUE C IOMOIIBI0 YCTHOTO COOECEIOBAaHMSI IO Y3JIOBBIM BOIIpOCaM M pellaTh Keiic-
3a/1aHUS.

VYMeHNs W HaBBIKU 06yqa}0merocs[ Ha 3a4€T€ OLCHHUBAIOTCA KaK «3a4TCHO)» HIJIN <«HE
3a4TEHO».

OueHka «3aumeno» BBICTABISAETCS CTYIEHTY, €CIM OH TJIyOOKO M IPOYHO YCBOWI
MPOrpaMMHBIN MaTepuai, HCYEPIBIBAIOIIE, MOCIEA0BATENbHO, YETKO M JIOTUYECKH CTPOWHO
W3JaraeéT €ro Ha 3a4eTe C OMNOpOM Ha TMOJIOKEHUS OCHOBHOW, JONOJHUTEIBHOM H
MOHOTpaUIECKOM JUTEPATYPBI, MOKa3bIBAET HaBBIKH. Koppextno HCIIOJIb3YET
I/IH(l)OpMaIII/IOHHO-KOMMYHI/IKaIII/IOHHI)Ie TEXHOJIOTUHN JJIS pPEHICHUA 3a1a4 B paMKax
npodeccCUOHANbHOW JEATENIbHOCTH C BHUJEHHEM KX B3aWMOCBS3€M H  MEPCIEKTUB
ucrnoyib3oBaHus. [IpogeMOHCTpUPOBAHO 3HAHWE TMpaBWJa U  HOPM  HCIOJb30BaHUS
AJEKTPOHHBIMU OMONIMOTEeKaMu, 0a3aMu JaHHBIX Ui TMpPOBeACHUs cOopa, mepepaboTku U
aHaJiu3a I/IH(bOpMaIH/II/I AJI pCHICHUA 3aaa4, IMOCTABJICHHBIX PYKOBOJUTCIICM.

VY4eOHble JOCTHKEHUS B CEMECTPOBBIM MEpUOJ] U PEe3yJbTaTbl PYyOEKHOTO0 KOHTPOJIS
JEMOHCTPUPYIOT JOCTATOYHO BBICOKYIO CTENEHB OBJIAJCHUS IPOrPAMMHBIM MaTEpUAIOM, YPOBEHD
c(OpPMUPOBAHHOCTH KOMIIETEHIIMH OLIEHUBAETCS HE HMXKE CPEIHEro MO0 YPOBHEBOM ILIKalle U HE
HKe 41% 1O MPOLEHTHOM IIKale OLIEHKH OBJIAJEHUS COBOKYIHOCTBIO KOMIIETEHIMH IO
JTUCIUIINHE.

OueHkKa «He 3aymeHO» BBICTABISIETCS, €CJIM CTYJEHT IOKa3bIBaeT ciadble 3HAHMS
MaTepualoB 3aHIATUH, Yy4yeOHOW JUTEepaTypbl, 3aKOHOIATEIbCTBA M MPAKTHUKH €ro
IIPUMEHEHUs, HU3KHH YpPOBEHb KOMIETEHTHOCTU, HEYBEPEHHOE H3JIOKEHUE BOIIpoOcCa.
OOyyaronuiicss Moka3biBaeT cialblii ypoBeHb MpodecCHOHaNbHBIX 3HAHUM, 3aTpyAHSETCS
IIpU aHalIW3€ NpPaKTUYECKUX cuTyanuid. He MoxeT mpuBecTM NpuUMeEpsbl U3 peasibHOU
npakTuku. HeyBepeHHO M JIOTMYECKM HENOCJIeN0BaTeIbHO H3JaraeT MaTepuall.
HenpaBuiapHO OTBE4YaeT HAa BOIPOCHI UIIM 3aTPYJHSIETCS C OTBETOM.

VY4eOHble JOCTHKEHUS B CEMECTPOBBIM MEpUOA U PE3YyJbTaTbl PYyOEKHOTO KOHTPOJIS
JEMOHCTPUPYIOT HE BBICOKYIO CTENIEHb OBJIAJIEHUS IPOrPaMMHBIM MaTEPHUAIOM M0 MUHUMAJIBHOM
IJIaHKe, YPOBEHb CHOPMHUPOBAHHOCTH KOMIIETEHIIMN OLEHUBAECTCSI HUKE CPETHETO M0 YPOBHEBOM



mKaine U Huxke 41% 1o mpoIeHTHOM MIKajie OLEHKH OBJIAJICHUSI COBOKYITHOCTHIO KOMIIETEHIINI TTO
JOUCILUIIIINHEC.

4.2. MaTepI/IaJ'[LI TEKYIIECT0 KOHTPOJIA YCII€BACMOCTH Oﬁy‘lalOIIII/IXCﬂ.

Tunosbie oneHOYHbIe MaTepHaJbl MO0 TeMe 1. OcHogHble nonamusa o denonpoussoocmee u
00Kymenmoooopome. Pazeumue npeocmasienuii 0 00Kymenme.

Bomnpocs! k onpocy:
1. Cnemuduka hopMHUpOBaHHS KOMIUIEKCA JTOKYMEHTOB B CHCTEME IMPEIOCTABICHUS
roCy/IapCTBEHHBIX U MyHHUIIUIIAIBHBIX YCIYT.
2. HomenknaTypa Jiei B OpraHu3aiuy CO CMEIIaHHBIM JIOKYMEHTOOO0POTOM.
3. Uem periiaMeHTUPYETCS OTBETCTBEHHOCTh T'OCYJAapCTBEHHBIX M MYHHIIMIMATBHBIX
CIIy’KallluX 3@ COXPAaHHOCTb JOKYMEHTOB.

TunoBble oOLEHOYHBbIE MaTepHAJIbl MO TeMe 2. «3aKoHOOamenvbHOe U HOPMAMUBHO-
MemoouuecKkoe pezyiuposanue OOKYMEHMAUUOHHO20 oOOecneueHus YNpaeieHus 6 Op2aHax
20Cy0apCcmeenn020 U MyHUYUNAIbHO20 YRPAGIEHU)
Bonpocs! k onpocy:
1. TlocraHoBKa NEIOMPOU3BOJACTBA B KOHKPETHOW OpraHU3AlMH, OCYIIECTBIISIOIICH
MIPeI0CTaBIIEHUE YOIMYHBIX YCIYT.
2. CoBpeMeHHass  HOpPMAaTHBHO-METOAMYECKass  0a3a  JEJONMpOM3BOACTBA 00
MH(OPMALIMOHHBIX TEXHOJIOTHSIX
3. NudopmanmoHnsie pecypcsl IEIONMPOU3BOJACTBA: MHCTPYKINH, PABUIA, IEPEUHH
JIOKYMEHTOB CO CPOKaMHU XpaHEHUs U JIp.

TunoBbie OLleHOYHBbIE MATEPUATBI O TeMe 3 «OcHOBbl 0OKyMeHmoooopoma:
NPUHYUNBL OPZAHUZAYUU, CREYUPUKA OOKYMEHMO000POmMA 6 YynpasieHuu 20p00CKUM
X030 CMEOM)»

Bonpocel k onpocy:

1. OOGocHyiiTe yTBEpXkJA€HUE O TOM, YTO JOKYMEHTOOOOpOT sABIseTcA 3()(HEeKTUBHBIM
MHCTPYMEHTOM ONTUMM3ALMH YIPABIECHUYECKUX PELICHUI.

2. OueHuTe TMOJIHOTY MPHHLMIIOB OPraHM3allMM JOKYMEHTOOOOpOTa B OpraHax

roCy/1apCTBEHHOI'O0 U MYHUIIUIIAJIBHOTO YIPaBIEHHUS.

OxapakTepu3yiiTe OCHOBHBIE 3TaIlbl JOKYMEHTOO0OPOTA!

4. B uem 3akmoyaercsd crnenupuka JOKYMEHTOOOOpOTa B OpraHu3alusix
IIPEIOCTABIIEHUS TOCYIapPCTBEHHBIX U MyHHUIUIIAJIBHBIX yCIyT?

w

TunoBbie ouneHouHble MaTepuajbl MO0 TeMe 4 «OcHO6bl OOKyMeEeHmMOOoOOpoma: NPUHUUNbL
opzanu3zayuu, cneyupuka 00KymMenmoooopoma é ynpasieHuu 20po0CKuUM X03A1UCmeom»
Bomnpocs! k onpocy:
1. CornacHbl TU BBl C YTBEPKIECHUEM, YTO YHH(HKAIUS JTOKyMEHTa HalpaBlieHA Ha
€ro COBEPIICHCTBOBaHUE?
2. Kakue TpeOoBaHMs MPEABABISIOTCA K TEKCTY PAa3IMYHBIX BUIOB YIPABICHUECKUX
JIOKYMEHTOB?
3. Kakue TpeboBaHus K OGOPMIIEHHIO M COJCPKAHUIO JOKYMEHTOB OTHOCSTCA K
UCIIOJIHUTEIISAM JJOKYMEHTOB?



Tunosble oLleHOYHBbIE MATEPUAIBI 110 TeMe S «Opzanu3zayus Xpanenus 0OKyMeHnmos 6
meKyuiem 0e10npou3600cmee)
Bomnpocs! k onpocy:

1. B uyem 3akmrouaercs crenuduka (GopMUPOBAHUS KOMIUIEKCA JTOKYMEHTOB B
CUCTCMC IPCHOCTABJICHUA I'OCY AAPCTBCHHBIX 1 MYHUIIUITAJIbHBIX yc.]’IyI‘?

2. B yem cnoxHOCTh (OpMHPOBAHHS HOMEHKJIATYPHl 1l B OpraHu3allid CoO
CMEILIaHHBIM JOKYMEHTOO000pOTOM?

3. Kakumm periaMeHTamMu pEryJMpyercsi OTBETCTBEHHOCTh 32 COXPAaHHOCTD
JOKYMEHTOB, ITOJIaHHBIX B KaYE€CTBE 3aIpoca Ha IMyOJINYHYIO yCIyry?

TunoBble OLleHOYHBbIE MATEPUABI 10 TeMe 6 «Opzanuzayus padomut ¢ 0OpawieHuUAMU
2zpasxcoan»

Bomnpocs! k onpocy:

1. Tpe6oanus D3 «O mopsake paccMOTpeHHs oOpamieHuil rpaxmaan Pdy»
opraHu3anu paboThl ¢ 0OPAIICHUSIMH TPAXKIAAH.

2. YeM 00yCIOBIICHBI TUIIOBBIE CPOKH OTBETOB Ha 0OpAIleHUs IPaXaaH?

3. CnoxHble ciydyan OOpallleHui Ipa)kaaH M0 MPEIOCTABIEHUIO TOCYAAPCTBEHHBIX WM
MYHHIMIIATBHBIX YCIYT
4.2. IlpuMepHbIe TeMbl [JIs1 HANIMCAHUS I0KJIA10B, pedepaToB, Mpe3eHTaAI Uil

1. JloxymeHTauMoHHOe oOecnedeHue yOpaBlIeHUs Kak BaxkHelmas  (QyHKuug
rOCYJapCTBEHHOTO U MYHUIIUIIAJILHOTO YIIPABJICHUS

2. OTBETCTBEHHOCTH 32 HEMIPABOMOYHBIC ICHCTBUS C IOKYMCHTAMHU B aIMHUHUCTPATHBHOM,
YI'OJIOBHOM M TPYJI0BOM Kozaekcax Poccuiickoii denepanumu.

3. PerynupoBaHue nenonpou3BOACTBa U JOKYMEHTOOOOpOTa B CHCTEME MPEAOCTABICHHS
rOCy/IapCTBEHHBIX U MyHHUIIUMAIBHBIX YCIYT

4. Axtel IlpaButenbctBa Poccuiickoir ®enepanyii O BHEAPEHUHM DJIECKTPOHHOTO
JOKYMEHTO000pOTa B JESITEIbHOCTH OPTaHOB FOCYAaPCTBEHHOTO U MyHHIIMITATLHOTO YIIPABICHUS

5. @enepanbHOE 3aKOHOAATENBCTBO 00 opranuzauuu J10Y, TpeboBanus yHu(UKALIUU U
CTaHJapTH3ALHH.

6. Biusinue pedopmbl 1o nHGOpMaTH3AIMK TOCYIAPCTBEHHOMN CITyKObI HA HOPMaTHUBHYIO
0a3y JIenonpon3BO/ICTRA.

7. YHu(UIMpOBaHHAs CHCTEMA OPTraHU3aIIMOHHO-PACTIOPITUTEIFHON TOKYMEHTAIIHH.

8. TpeOoBaHus K OPOPMIICHUIO TOKYMEHTOB.

9. XapakTepucTHKa OCHOBHBIX BUJIOB JOKYMEHTOB B COIIMATILHOM cepe.

10. MexayHapo/iHbI€ ¥ HAllMOHAIbHbIE CTAHIAPThI B PETYJIMPOBAHUU JIOKYMEHTALMOHHO-
MH(OPMaLIMOHHOTO 00eCreYeHNs yIPaBIeHUSI.

11. PaciopsiiuTenbHble TOKYMEHTBl M UX XapaKTEePUCTHKH

12. OpraHn3annoHHbIE JOKYMEHTHI U UX XapaKTePUCTUKA

13. NHdopmManinoHHO-CIIPaBOYHbIE JOKYMEHTHI U UX XapaKTEPUCTUKH.

14. TlepevHn TOKyMEHTOB C THIIOBBIMH CPOKaMH XpaHECHHUSI.

15. Opranuzannonsblie (OpMBbI AETONPOU3BO/ICTBA.

16. OmnpenencHrie, XapaKTePUCTHKA OCHOBHBIX JIOKYMEHTOITOTOKOB.



17. TlpaBwita opraHu3aiuy JOKyMEHTOO0OpOTa B OpraHax rocyIapCTBEHHOTO YIIPABICHHUS.
18. IlpaBuia opranuzanuy TOKyMEHTO000pOTa B OpraHax MyHHUIMIIAIHHOTO YIPABICHUS.

19. JloxymeHT000OPOT Kak 3(PPEeKTUBHBIA WHCTPYMEHT ONTHUMHU3AIMHU YIPABICHYECKUX
peuieHui.

20. Texuomorus paboThl C OOpalleHUsSMU TpaKIaH B JEJIONPOU3BOJCTBE OpPraHOB
rOCyJIapCTBEHHOW BJIACTH

21 Texuonorus paboThl ¢ OOpalleHUSIMHU TpaKIaH B JEJIONPOU3BOJICTBE OPraHOB H
MYHULHUIIAIBHOTO YIPaBICHUS

22. Tlonsarue. 3aga4d MU IOPAOOK IPOBEACHHA «OKCIIEPTHU3bI LIEHHOCTH)» JOKYMCHTOB B
ACJIOIMPOU3BOACTBE

23.TenaeHIIUHN pa3BUTHS AIEKTPOHHOTO JJOKYMEHTOOOO0pOTA.

24. 3akoHOJATENbHOE W HOPMAaTHBHOE DETYJIMPOBAHWE HCIIONB30BAHUS DIIEKTPOHHBIX
JOKYMEHTOB.

4.3. OueHo4HbIe CPeACTBA 1JI MIPOMEKYTOYHOM aTTecTalluH.

4.3.1. IlepeyeHb KOMIIETEeHIHH € yKa3aHHeM 3TanoB HX (opMUpOBaHUSI B Mpouecce
OCBOEHHS 00pa30BaTeIbHOI MPOrPpaMMBbI

Kon HaumenoBanue Kog srana HaumeHnoBanue 3Tana oCBOCHH
Kommneren KOMITETEHIHH OCBOCHHUS KOMITETEHIIHH
002078 KOMIIETEHII
208
[1K-8 Crnocobnocts  mpumenstsd | 1 atam (IIK- | cmocoGHOCTB IPUMEHSITh
uH(}OPMaIMOHHO- 8.1) UH(OPMaIIMOHHO-
KOMMYHHKAITHOHHBIC KOMMYHUKAI[IOHHBIE TEXHOJOTHH B
TEXHOJIOTUHI B npoeCCUOHATILHON JEATENbHOCTH C
npodecCuoHAIbHON BUJICHUEM WX  B3aUMOCBS3E€M W
NeSITeIbHOCTH C BUJCHUEM MEPCIIEKTUB UCIIOIb30BAHMUS,
150, B3aMMOCBSI3EM 51
NEePCHEKTHB UCIOJIb30BAHUS

4.3.2. Tloka3aTeqiMm M KpPUTEPUH OLICHWBAHHS KOMIETEHUMI HA Pa3JMYHBIX 3TANaxX MX

(popmupoBanus
JTamn 0CBOCHUs IHokazaTenb oOLleHHBAHUSA Kpurepuii CpencrBa (MeTOabI)
KOMIIeTeHI[UH OlleHUBAHUS OlleHUBAHUS
IK-8.1 CamocTosiTenbHO KoppektHo ucnomnsiyer | YcTHOE
UCIOJb3YyEeT MH(POPMAIMOHHO- cobecesioBaHUE
CIIOCOOHOCTh IIPUMEHSATH
UH(pOpPMaIMOHHO- KOMMYHHUKAI[HOHHBIE
MH(pOpPMaLMOHHO-
KOMMYHUKAI[IOHHBIE TEXHOJIOTUU JUIst
KOMMYHHUKAIIHOHHBIE
TEXHOJIOTUM Il pEIlIeHUs | pelieHuss  3agad = B
TEXHOJIOTUH B
. 3aj1a4 B paMKax | paMKax
npodeccuoHanbHOM . .
npogeccuoHaIbHON npodeccuoHaTbHON
JeSITeTbHOCTH C
NeSITeIbHOCTH C BUJCHHUEM | IeSTENbHOCTH C
BUJICHUEM ux .
. ux B3aMMOCBSI3€H U | BUZICHUEM ux
B3aWMOCBSI3eH " .
MIEPCIIEKTUB MCIOIb30BAHUS. | B3AUMOCBSI3EH "
MEPCIIEKTHB

3HaeT IMpaBuJjia MMOJB30BaHUS | HICPCIICKTHB




UCTIONIb30BaHUS JIEKTPOHHBIMU UCIIOJIb30BAHUSI.
O6ubnmorexkamu, 6azamu | [IpogemoHcTprpoBaHO
TaHHBIX Ui [POBENCHUS | 3HAHUE MTPABHIIA U HOPM
coopa, mepepabOTKH U | UCIIOJIB30BaHUS
aHanm3a wHQOpPMAMK JUIS | DIEKTPOHHBIMU
peuieHus 3a7a4, | OnbImoTekamu, Oazamu
MOCTaBJICHHBIX JTAHHBIX TUIst
PYKOBOJIUTEIIEM. MIPOBE/ICHUS coopa,
nepepaboOTKU ¥ aHan3a
uHpopmarun IUIA
peleHHs 3ajad,
MOCTaBJICHHBIX
PYKOBOJIUTEIIEM.
4.3.3. TunoBbie KOHTPOJbHbIE 3aJaHUS WJIM WHBbIE MaTepuHajbl (THMOBBIE

OLICHOYHbIC MATEPHAJbl), HEOOX0AMMBbIE IS OLNECHKH 3HAHWI, YMEHUI, HABBIKOB M (WJIN)
ONbITA AeATeIbHOCTH, XaPAKTEPU3YIOIIUX ITanbl (JOPMUPOBAHUA KOMIIETEHIIUIl B IpoLecce
0CBOEeHMsI 00pa30BaTeJIbHOI MPOrpaMMbIl

Bonpocs! 1151 324€Ta 10 JMCHUIIMHE:
1. Ilonsarue, conepxanue, PyHKIUN JOKYMEHTA.

2. HOKYMGHTB.L[I/IOHHOC obecneyeHue YHpaBJICHUA KakK BaKHEHIIas (bYHKHHH
roCyaapCTBEHHOI'O U MYHHUIIUIIAJIBHOT'O YITPABJICHUA

3. Tonsarus uHbOpMaLUN,

nHpopManus».

KAOKYMCHT», «HOCHUTCIJIb «AOKYMCHTHUPOBAHHAsA

4. ®enepanbHblii 3akoH Poccuiickoit ®eneparun ot 27 utonsg 2006 r. N 149-03 «O6
uH(popMali, THPOPMAIIMOHHBIX TEXHOJIOTUSIX U O 3alUTE HH(OPMALIUN»: OCHOBHbBIE
IOJIOKEHUSI.

6. OTBETCTBEHHOCTh 32 HEMPABOMOYHBIE JICHCTBUS C TOKYMEHTaMHU B aIMUHUCTPATUBHOM,
YTOJIOBHOM U TPYAOBOM KoJekcax Poccuiickoit denepauuu.

7. PerynupoBaHue N€JI0MPOU3BOJICTBA U JIOKYMEHTOO00pOTa B CHCTEME MPEAOCTaBICHUS
rOCy/IapCTBEHHBIX U MyHHUIIUMAIBHBIX YCIYT

8. Axtel IlpaButensctBa Poccuiickoit ®enepanuu 0 BHEAPEHUH DIIEKTPOHHOTO
JOKYMEHTOO0OpOTa B  OpraHu3allid  JCSITENbHOCTH  OPraHOB  TOCYIJapCTBEHHOTO U
MYHHIUIIAIGHOTO YIIPABICHUS

9. denepanbHOE 3aKOHOAATENLCTBO 00 opranu3zauuu JJOY, TpeboBanus yHUPHUKAIMY U
CTaHapTH3aLUU.

10. BausHue pedopmbl 0 HHPOPMATU3ALUN TOCYAAPCTBEHHON CTyKObl HA HOPMATUBHYIO
0a3y Jemonpor3BOICTBRA.

11. YuudunupoBanusie cuctembl qokymentauu. ['OCT P 6.30-2003.
12. YaudunupoBaHHAs CUCTEMa OPTraHU3aMOHHO-PACIIOPSIUTETBHON JOKYMEHTAIIHH.

13. TpeboBanust K 0POPMICHHIO TOKYMEHTOB.




14 XapakTepucTHKa OCHOBHBIX BHJIOB JOKYMEHTOB B COIIMAIBHOM cepe.
15. MexnyHapoaHble U HallMOHAJIbHBIE CTAaHAAPTHI B PETYJINPOBAHUN JOKYMEHTAIMOHHO-
UH(POPMAIIMOHHOTO 00eCICUeHHsI YIPABICHUSI.

16. OcHOBHBIE HampaBJICHUS COBEPIICHCTBOBAHMS cCOCTaBa M (OpPM JOKYMEHTOB B
conuabHOU chepe.

17. Buasl [OKYMEHTOB (pacropsauTelIbHbIE, OpPraHW3alUOHHBIC, HH()OPMAIIIOHHO-
CIIPAaBOYHBIE) U UX XapPAKTEPUCTUKH.

18. Ilepeynn IOKYMEHTOB C THUIIOBBIMH CpPOKaMHM XpaHCHHs. 3HAYCHHE NepedyHed H
MOPAAOK UX IPUMEHEHHUs B I€JIONPOU3BOJICTBE.

19. OpranuzanuoHHbie (HOPMBI 1ETOMPOU3BOICTBA. X 3aBHCUMOCTH OT CHCIIH(PUKA 1
OPraHU3aIMOHHON CTPYKTYPBI YUPESIKICHHUS.
20. JTokymeHTO000pOT. OMnpenencHne, XapakKTepUCTHKA OCHOBHBIX JIOKYMEHTOIIOTOKOB.

21. TIlpaBuia opraHu3aluy JOKYMEHTOOOOpOTa B OpraHax TIOCYJapCTBEHHOIO U
MYHULUIIAJIBHOTO YIPABICHHUS.

22. J1okyMeHTO0000pOoT Kak 3(h(EeKTUBHBIA HHCTPYMEHT ONTHUMHU3ALUU YIPABICHYECKUX
peuieHui.

23. Texnonorus paboOTHI ¢ OOpAIICHUSAMY IPAXKJaH B JICIONPON3BOJICTBE OPTraHU3ALH.
24. TpeOoBaHUS 3aKOHO/IATEIILCTBA K OpPraHU3auy pabOThI C 0OpaIEHUSIMH TPaXKIaH.
25. HomeHkmarypa nen, e€ 3HadeHue, BUIbl HOMEHKIIATYP JIeJ, METOJMKA COCTAaBICHUS
HOMEHKJIATyp JIel.

26. IloHATHE «IKCHEPTU3BI IIEHHOCTU» JIOKYMEHTOB B JENONPOHM3BOJACTBE, 3aJaud H
MOPSAIOK MPOBEACHUS.

27. OcnoBuble nonoxenuss OLII «MupopmanonHoe obmectso 2011-2020 rr».
TenneHnny pa3BUTHS SIEKTPOHHOTO IOKYMEHTOOOOPOTA.

28. [IpaBoBOIi CTaTyC NEKTPOHHBIX JOKYMEHTOB

29. 3akoHOJATENbHOE M HOPMATHUBHOE PErYJIMPOBAHUE HCIOJB30BAHUS 3JIEKTPOHHBIX
JOKYMEHTOB.

30. DnexkTpoHHBIE JOKYMEHTHI W ©0a3pl JaHHBIX B cdepe TPEAOCTABICHHS
yOIMYHBIXYCIIYT. .

4.4. MeTonnyeckue MaTepHualibl, onpee/siome Npoueaypsl OeHUBAHUS 3HAHUIA,
YMeHHiHl, HABBIKOB W (WIH) ONbITA [AeATEJbLHOCTH, XAPaKTePHU3YKOIIUX ITANbI
(¢GopmMupoBaHus KOMIIETEHIM I

OnenuBanue OOy4arONMXCS B TPOIECCE IMOATAMHOTO OCBOEHUS UMM KOMIIETEHIUH,
dbopMUpYEMBIX JAaHHOM JHUCHUIUIMHOM  OCYILECTBISIETCS C  HMCHOJIb30BaHUEM  OaIbHO-
PEUTHHTOBOI cHUCTeMBbl. PeHTHHTOBasI OlIEHKA MO AMCIUILTUHE OCYIIECTBiseTcs mo S0-0amipHoN
ITKaJIe U CKJIAJBIBACTCS U3 TEKYIIUX OIICHOK MOCEIaeMOCTH 3aHATHH, 3alIUThHI pe3yJIbTaTOB PaboT
(ompoc, mokiam, 3cce, TeCT), BHIMOIHAEMBIX HAa MPAKTHUYECKHUX 3aHATHSAX, 3HAHUU U YMEHUW Ha
MMPOMEKYTOYHOM KOHTpOJIE (YCTHBINM OTBET HA BOMPOCHI) K UTOTOBOM OIEHKH.

Texkymuii KOHTPOJIb OIICHUBAETCS MO JUCIUIUIMHE B MHTepBaie oT 14 mo 25 Gamios, a
MpoMeXyTouHol attecraruun — 0-25 OamioB. CyMma OauloB TEKYyIIEro KOHTPOJIS |
MIPOMEXYTOYHOU aTTecTaniuu B MHTEpBaie 1450 6amioB cOOTBETCTBYET MOJIOKUTEIHHON OI[CHKE



3HaHWH, YMEHUH, ACHCTBUN OOYYarOmIeTOCs W TO3BOJISET MPENOAaBaTEN0 MOCTABUT 3a4ET IO

JUCHUITIIIMHE.

OIIeHHBaHI/Ie oﬁyqalomerocﬂ Ha 3a4eTe 1o JMCIHHUIIJINHE

Taoauua 2.

1 OneHka TeopeTHYeCcKo
COCTAaBIISIOINICH OTBETA
(OlLIEHKA 3HAHM)

Max 25 0amnoB

2 OueHKa paKTU4eCKOn
COCTaBJISIIOLIEH OTBETa
(o11eHKA HABBIKOB U
YMEHHU)

Max 25 dayuioB

Kputepun onieHkH (pe3yIbTaT ONpeneseTcsl Kak CyMMa BCEX COCTABIISIOIINX )

«5» (45-50) 6amnos/
«3auteHo» (14-50 6aoB)

B cooTBeTcTBHM € aciopTOM KOMIETEHIIUU

KoppekTHo wucmosb3yer HH()OPMAIMOHHO-KOMMYHUKAITMOHHBIE
TEXHOJIOTHH JJIsl PellIeHus 3a/1a4 B paMKax mpodeccuoHaIbHON
JIEATEIbHOCTH C BUJEHUEM HX B3aUMOCBS3€H M NEPCHEKTUB
HCIIOJIb30BaHUS.
KoppekTHo wucnonb3yer MH)OPMAIIMOHHO-KOMMYHUKAIIMOHHBIE
TEXHOJOTUU Il WHTCHCH(HKAIMKU Tporecca IMONydeHUs,
00paboTKM M OIEHKHM HHPOpMAIMHM Ui pelIeHUs 3adad B
pamkax mpohecCHOHATBLHOW ACSITEILHOCTH, a TAK)KE YJacThs B
nH(pOpPMATU3ALUN JEATEILHOCTH COOTBETCTBYIOLIUX OPraHoB
BJIACTH M OpraHU3aLHi.

«4» (35 — 44) 6annos/
«3aureHo» (14-50 Gamnon)

HNmeer 3HaHMs B 00JIaCTH TNpPUMEHEHHS HWH(GOPMAIMOHHO-

KOMMYHHKAIIMOHHbIE ~ TEXHOJIOTUM B  MpodeccroHalbHOMI
JESITEIIBHOCTH; CIOCOOHOCTh WCIOJIb30BaTh MH(DOPMAIIMOHHO-
KOMMYHHKAIIMOHHbIE ~ TEXHOJOTMM B  MpodeccroHalbHON
NEeSTeIbHOCTH, a TakkKe ydacTus B  HMHPOpMaTH3aLUU
NESTEIbHOCTH  COOTBETCTBYIONIMX  OpPraHOB  BJIAacTH U
OpraHu3aIuu.

«3» (25 — 34) 6amnos/
«3aureHo» (14-50 Gansnon)

B cooTBercTBUU € MAacIOPTOM KOMIETEHIIUN
OOyuaronuiics moka3blBaeT ciadble 3HAHHUA MaTepUalioB
3aHATUN, yUeOHOU JUTEepaTyphl, 3aKOHOAATEIbCTBA U MPAKTUKU
€r0  NPUMEHEHUs, HHU3KMUA  ypOBEHb  KOMIIETEHTHOCTH,
HEyBEpEeHHOE U3JIoKeHHe Bompoca. OOyJaronuiicss moka3biBaeT
ciabblil  ypoBeHb MPO(QECCHOHATBHBIX 3HAHUM, 3aTPyAHSAETCS
[P aHaJIu3€ IPaKTUYECKHX curyaunid. He moxer mpusectu
IIPUMEpBl U3 peajbHOW MpakTUKUA. HeyBepeHHO M JIorm4yecku
HEeINoCJe0BaTeIbHO  M3j1araeT  Martepuan.  HempaBuibHO
OTBEYAET HA BOIIPOCHI WJIHU 3aTPYAHSIETCS C OTBETOM.

Ompoc.

Omnpoc MPOBOIUTCSA MO TeMaM U peaju3yeTcs Ha OCHOBE Pa3HOYPOBHEBBIX 3ajad

3aJaHuN:

n

a) pPenpoOyKmueHo20 ypoeHsA, TIO3BOJSIOUINE OLEHUTh W JTUArHOCTHPOBATh 3HAHUE
¢dakTuueckoro marepuana (0a30BbI€ TMOHSATHS, AITOPUTMBIL, (DAKThl) U yMEHHE TPABUIHHO
WCIIOIh30BaTh CIICIHMAIbHBIC TEPMUHBI M TIOHATHS, y3HABaHHE OOBEKTOB M3YUEHUS B PaMKax
OMPEIETICHHOTO pa3/elia JUCHUTIIUHBI.

Pa3nble 3agaHust 3TOr0 ypoBHS OLICHUBAIOTCS HA OCHOBAHUU CJIEIYIOIIUX Kpumepues.:



— TOYHOCTb BOCIPOM3BENEHUS ydeOHOro marepuana (BOCIPOU3BEICHHE TEPMHUHOB,
IITOPUTMOB, METOJIUK, TIPaBMII, ()AaKTOB U T.I1.);

— TOYHOCTb B ONMKCAaHUU (AKTOB, SIBICHUMN, POIIECCOB C UCIIOIb30BAaHNEM TEPMHUHOIOTUH;

— TOYHOCTh PA3IMUCHUS U BBIJCICHUS U3YYCHHBIX MaTCPHUATIOB.

0) peKoHCcmpyKmueHo20 ypoeHs, NO3BOJAIONINE OUEHUTh M JUArHOCTHPOBATh YMEHUS
CUHTE3UPOBATh, aHAIM3UPOBATh, 0000IIAaTh (AKTUYECKHMH W TEOPETUYECCKUI MaTepuan ¢
(hopMyHpOBaHHEM KOHKPETHBIX BBIBOJIOB, YCTAHOBJICHHEM NMPUYMHHO-CIICACTBEHHBIX CBS3€H;

Kpumepuem oueHku siBusercs:

— IPOJAEMOHCTPUPOBAHA CITIOCOOHOCTH aHAIU3UPOBATh U 000011aTh HHHOPMALIUIO;

— TMPOJEMOHCTPUPOBAHA CIIOCOOHOCTh CHHTE3MPOBATh HA OCHOBE JIAHHBIX HOBYIO
nH(popMaIuIo;

— cHemaHbl 00OCHOBaHHBIC BBIBOABI HAa OCHOBE HHTEpHpeTanuu uHbopmanuu,
pa3bsACHEHUS;

— YCTaHOBJICHBI IPUYHHHO-CIICJICTBCHHBIE CBSI3U, BBISIBIICHBI 3aKOHOMEPHOCTH.

B) MEOpYecKo20 YpOGHA, TIO3BOJISIIOIINE OLEHUTh M JAUarHOCTUPOBATH YMEHHS
WHTETPUPOBATH 3HAHUS PA3JIMYHBIX 00JIaCTEH, apryMEHTHPOBATh COOCTBEHHYIO TOUYKY 3PCHUSL.

Kpumepuu ouenku:

— TpPOAEMOHCTPHPOBAHA CHOCOOHOCTh OIICHWBATh, JEJNaTh 3aKIIOYCHHS C YYETOM
BHYTPEHHUX YCJIOBUHN WM BHEITHUX KPUTEPUEB;

— MIPOJIEMOHCTPUPOBAH MEXKTUCITUTUTMHAPHBIN MTOJIX0]T K PEIICHHUIO 33]]a4H, OCYIICCTBICHA
MHTErpanus 3HaHU# U3 pa3HbIX Hay4YHbIX 00JIacTeii;

— chopmyMpoBaHBl KPUTEPUU JUIS OICHKH, CO3JlaHA CHCTEMa JOKa3aTelIbCTB,
yOeIuTeNbHO apryMEHTUPYIOLIas BBIBObI, TIOJI0KEHHBIE B OCHOBY PELICHHS 33/1a4H.

Onenka «5» 3agaHue BBIIOJIHEHO OJIHOCTHIO
Onenka «4» 3azaHue BBIIIOJHEHO C HE3HAUUTEJIbHBIMU
HOTPEHIHOCTIMU
Onenka «3» OOHapy:XMBaeT 3HaHUE U TOHUMaHUe
0OMbIIIEH YacTH 3aJaHus

IIpu oneHke Ao0KIaaa MCNOJIB3YIOTCS CJIeAYyIOLIMe KPUTepPUH (Ka)Ablil Kputepuii - 1
0aJsn):
— COOTBETCTBHE BBICTYIIJICHHS TEME, TIOCTABICHHBIM IIETISIM U 3aj[adam;
— NMPOOJIEMHOCTH / aKTyalIbHOCTb;
— HOBU3HA / OPUTHHAIBHOCTD TIOJYYCHHBIX PE3yJIbTaTOB;
— IIyOMHa / IOJIHOTA PAaCCMOTPEHUS TEMBI;
— JloKa3arenbHas 0aza / apryMeHTUPOBAHHOCTH / yOeIUTEIbHOCTh / 000OCHOBAaHHOCTH BHIBOJIOB;
— JIOTUYHOCTB / CTPYKTYpPUPOBAHHOCTD / IIEIOCTHOCTh BBICTYIUICHUS;
— peueBast KyJIbTypa (CTHIIb H3JI0KEHUS, ICHOCTh, YeTKOCTh, JIAKOHHYHOCTh, KPacoTa si3bIKa, YUeT
ayJUTOpUH, SMOIMOHAIBHBIH PHCYHOK peuH, JO0XOIYMBOCTb, IMyHKTYalbHOCTb, HEBEpOalbHOE
COIIPOBOKICHUE, O)KHUBIICHHE peur adhopru3MaMu, MPUMEPaMH, IIATATAMH U T.]1.);
— HCTIOJIB3YIOTCS CCBUIKU Ha HH(OPMAILIMOHHBIE PECYPCHI (CalThI, TUTEPATYPY);
— HarJIs,AHOCTh / Ipe3eHTabeNnbHOCTh (eciu TpeOyeTcs);
— CaMOCTOSTENbHOCTD CYKICHUH / BIIaJICHUE MaTEPUAIOM / KOMIETEHTHOCTb.

Orenka «5» Jloknaa coOOTBETCTBYET BCEM KPUTEPHUSIM
OneHka «4» Jloknaz BBIMTOJIHEH ¢ HE3HAYNTEIILHBIMH
MOTPEUTHOCTSIMU
OneHka «3» Jlokmaa COOTBETCTBYET OOMBINIEH YacTh
KPUTEpPUEB OLIEHKU

O6H_[a}1 OICHKA 3a OOKJIaJd YYHUTBIBACT TAKKC €TO IMPE3CHTAINIO, 1 OTBCTHI HA BOIIPOCHI.



KpuTepuu olleHKH TeKCTa 3¢ce H 3alIUThI.
- AKTYAJIbHOCTDb U NNPUKJIaHAd 3HAYUMOCTD,
- “HPOPMAIIMOHHAS TOCTATOYHOCTb;
- COOTBETCTBHE MaTeprasa TeME U IUIaHy;
- CTWJIb U SI3bIK U3JI0KEHHs (11e71ec000pa3Hoe MCIOIb30BAHHE TEPMUHOIOTHH, TIOSCHEHHE HOBBIX
HOHSITI/If/'I, JIJAKOHUYHOCTD, JIOTUYHOCTD, IIPABUJILHOCTb ITPUMCHCHUA U O(bOpMHeHI/ISI ouTaTr u I[p),
- HAJTNYUE BBIPAKCHHOW COOCTBEHHOM MO3UIIUH;
- ohopMIICHHE;
- QJICKBaTHOCTb M KOJIMYECTBO MCIIOIb30BAHHBIX HCTOYHUKOB (5 — 7);
- BJIAICHUC MAaTCPpHUAJIIOM;
- HAJTMYUE U KaueCTBO MPE3EHTAIMOHHOIO MaTepHaa,;
- [IOJIHOTA U Ka4€CTBO OTBCTOB HA BOIIPOCHI.

Ouenka «5» Dcce COOTBETCTBYET BCEM KPUTEPHUAM

Dcce BBINOIHEHO C HE3HAYUTEIbHBIMU
[IOTPELTHOCTAMHA
Dcce COOTBETCTBYET OOJIBIIIEH YacTh
KPUTEPHEB OIICHKH

OneHka «4»

OueHka «3»

TecTbl.
TectupoBanue npoBoguTcs mo TeMam 1-5, 6-9 m peanmusyercs Ha ocHOBE OJIOKa TECTOBBIX
3aJlaHni.
Ouenounvle napamempsl mecmoeozo 3a0anuu (npumep).

I[J'II/ITGJ'IBHOCTB KOHTPOJIA

15 Mmun

[IpennaraeMoe KOJIMYECTBO 3aJaHUM

10

Kputepuu oneHku:

BBIIIOJIHCHO BCPHO 3a,I[aHI/II71

«5», ecnu 18-20 npaBUIIBHBIX OTBETOB
«4», ecnu 15-17 npaBuJIbHBIX OTBETOB
«3», ecnu 12-14 npaBuIbHBIX OTBETOB

5. MeToauuyeckue YKazaHus 1J1s1 oﬁyqamumxcsl 110 OCBOCHUIO JUCHUIIJIMHBI

Llenp MeTOAMYECKMX PEKOMEHAAIUI — 00€CTIEUUTh CTYIEHTY ONTUMAIIbHYIO OpraHU3alHIo
mporecca U3y4eHHUs] TUCIUIUIMHBI, a TAakK)K€ BBIIOJIHEHUS Pa3IuYHbIX (OPM CaMOCTOSITEIbHON
paloThI.

CryneHtaM HEOOXOQMMO O3HAKOMHUTBCS: C COJAEp)KaHHEM pabodell IporpaMMbl
JUCLUIUIMHBL, C LENAMM M 3aJadyaMM AUCLMIUIMHBIL, €€ CBS3AMHM C JPYTMMH JAMCLUIUIMHAMHU
o0Opa3oBaTeNbHON MporpamMmbl, METOJUYECKUMH pa3padoTKaMM 1O JaHHOW JUCLMILIUHE,
UMEIOIIMMCST Ha 00pa3oBaTeIbHOM MoOpTane U caiiTe kKadenapbl, ¢ rpadukoM KOHCYJIbTALUI
npenoaaBateniei kadeapol.

Pexomenoauuu no no0zomoeke K 1eKYUOHHbIM 3AHAMUAM (MmeopemuyecKuil Kypc).

N3ydyeHne MUCHUIUIMHBI TpeOyeT CHUCTEMaTHYECKOTo M IOCIIE0BATEIbHOTO HAKOIJICHHS
3HaHUi, ClIeZI0BaTENIbHO, MPOIYCKU OTJENbHBIX T€M HE MO3BOJISIIOT I'TyOOKO OCBOMTH MpEAMET.
IMeHHO MOATOMY KOHTPOJb HaJ CUCTEMAaTHYeCKON paboToil CTyAEHTOB BCerja HaxXOAMTCS B
LEHTpEe BHUMaHUs Kadeapbl.

CrynentaM HEOOXOAUMO:

- Tepea KaxIOW JeKuumed mnpocMarpuBaTh pabOdyl0 NPOrpaMMy AMCHUUIUIMHBL, YTO
MO3BOJINT COKOHOMHUTH BpEMsl Ha 3allMChIBaHHME TEMbl JIEKLMH, €€ OCHOBHBIX BOIIPOCOB,
PEKOMEHIYEMOMN JTUTEPATYPBI;

- Ha OTAeNbHbIE JIEKIUU TPUHOCUTH COOTBETCTBYIOIIMN MaTepuan Ha OyMa)KHbIX
HOCHUTENAX, IPEACTABICHHBIA JIEKTOPOM Ha IOpTaje€ WM MPUCIAHHBIA Ha «2JIEKTPOHHBIN



MOYTOBBIA  SAIMUK Tpynmbl»y (Tabmuibl, rpaduku, cxembl). JlaHHBIM Marepuan Oyner
0XapaKTepU30BaH, IPOKOMMEHTHPOBAH, JOMOIHEH HEIOCPEACTBEHHO Ha JIEKIINN;

- Tepel OuYepelHON JeKiued HeoOXOIUMO NPOCMOTPETh MO KOHCIEKTY Marepuall
npensiaynend jgekiuu. [Ipu 3aTpyqHEHHsX B BOCIPHATHM MaTepuala CIEAyeT OOpaTHThbCA K
OCHOBHBIM JINTEPATYpPHBIM HCTOUYHMKaM. Eciu pa3zoOpaTbcsi B Marepualie OmsiTh HE YIalloCh, TO
o0paTuTech K JIeKTopy (1o rpauKy ero KOHCYJIbTAIMii) WK K MPENoJaBaTeIi0 Ha MPAKTHUECKUX
3aHSITHSIX.

Pexomenoauuu no no02omoexke K NpaKmu4eckum (CeMunapCcKum) 3aHAmuam.

CryzneHnraMm crienyer:

- IPUHOCUTH C COOOW PEKOMEHJOBAHHYIO IPENoaBaTesieM JUTEPaTypy K KOHKPETHOMY
3aHSTHIO;

- 0 O4YepeaHOro IMPAaKTHUYECKOTO 3aHiATHS 10 PEKOMEHJOBAHHBIM JIMTEPATYpPHBIM
HUCTOYHUKAM MpOpaboTaTh TEOPETUUYECKUIl MaTepuai, COOTBETCTBYIOIIECH TEMbl 3aHITHS U
0TpaboTaTh 3a/1aHus, ONPEIEIEHHBIC IS IIOATOTOBKU K MPAKTUYECKOMY 3aHSITHIO;

- IpU TOJTOTOBKE K MPAKTUYECKUM 3aHITHSIM ClelyeT 00s3aTeIbHO HCIOJIB30BaTh HE
TOJIBKO JIEKIMHU, Y4YEOHYIO JMTEpaTypy, HO WU HOPMAaTUBHO-IPABOBbIE AaKTbl U MaTepUaJIbl
MIPaBONPUMEHUTENEHOMN MTPAKTUKY;

- TEOPETUYECKUI MaTepuai cleAyeT COOTHOCUTh C IPABOBBIMU HOpMaMH, TaK KaK B HUX
MOTYT OBITh BHECEHBbI H3MEHEHUS, JOMOJHEHUS, KOTOpbIeé HE BCErjJa OTPaKeHbl B y4eOHOU
JIUTEPATYPE;

- B Hauaje 3aHATUN 3a/aTh MpPernojaBaTell0 BOMPOCHI MO MaTepuaty, BbI3BaBIIEMY
3aTpyJlHEHUS] B €ro IOHMMaHUM M OCBOCHUM IIpU PpEUICHUM 3ajad, 3aJaHHbIX JUId
CaMOCTOSITENILHOTO PEIICHHUS,

- B XOJ€ MPAaKTUYECKOTO 3aHATUS JaBaThb KOHKPETHBIE, YETKHUE OTBETHI IO CYLIECTBY
BOIIPOCOB;

- Ha 3aHSATUU JOBOAMTH KaXAYIO 3ajjauy 1O OKOHYATEJIbHOTO PELIeHMUs], JEMOHCTPUPOBATh
MMOHMMAaHKE MMPOBEJIEHHBIX PACYETOB (AHAIM30B, CUTYAIIHii), B ClIydae 3aTpyAHEHUN oOpamarbes K
IIpenoaBaTelio.

Memoouueckue pexomenoayuu no n0020mosKe 00K1aoa.

OpnHolt U3 (GopM caMOCTOSTENbHOM pabOThl CTyJEHTa SIBJISETCS MOJATOTOBKAa HAYYHOTO
JOKJIa/1a, JUIst 00CYKIeHUs €ro Ha MPaKTHYEeCKOM (CEeMMHApPCKOM) 3aHATUH 10 TeMaM 1, 2, 4.

[lens HayyHOro JOKJIaJa - pa3BUTUE Yy CTYACHTOB HaBBIKOB AHAJUTHUYECKOH pabOThI C
HAay4yHOM JIUTepaTypoH, aHaiuW3a JAMCKYCCHOHHBIX HAy4yHBIX [O3UIMHA, apryMeHTaluH
COOCTBEHHBIX B3IUIAA0B. [loAroToBKa HAyyHBIX JIOKJIAQJ0B TAaKXKE pPAa3BUBAET TBOPUYECKUM
MIOTEHIIMAJ CTYACHTOB.

HayuHnblii noknaa roToBUTCS NOJ PYKOBOACTBOM IIpernojaBaTelisi, KOTOpBIM BeneT
MPaKTUYEeCKHE (CEMUHAPCKUE) 3aHTHUS.

PexoMennamnuu cTyieHTy:

- mepea HayaloM pabOThl 1O HANMCaHMIO HAY4YHOTO JIOKJIaJa CcorjacoBaTh ¢
IpernojaBaTesieM TeMy, CTPYKTYpY, JIUTEPATYPy, a TaK:Ke 00CYIUTh KIIFOUEBbIE BOIIPOCHI, KOTOPHIE
CIIEYET PACKPBITH B TOKIAJIE;

- IPE/ICTaBUTh JOKJIaJ HAYYHOMY PYKOBOJUTEIO B MUCbMEHHOU (popme;

- BBICTYNIIUTh Ha CEMMHAPCKOM 3aHATUU ¢ 10-MMHYTHOW Npe3eHTaluel CBOEr0 HayyHOTrO
JIOKJIaJia, OTBETUTH Ha BOIIPOCHI CTYJIEHTOB I'PYIIIIHL.

TpeboBanus:

- K ohopmIteHHIO HayyHOTO JoKiana: mpudt — Times New Roman, pasmep mpudra - 14,
MEXCTPOUHBIM WHTepBan - 1,5, pasmep moneit - 2,5 cMm, oTcTyn B Hadaine abzama - 1,25 cwm,
(dbopMaTupoBaHre MO UIMPUHE); JIMCTHI JOKJIaa CKpEIJIeHbl cKopociuBareneM. Ha TUTyiapHOM
JMCTE YyKa3blBaeTCsl HaMMEHOBAaHHE y4eOHOro 3aBe/IeHUs, Ha3BaHHE Kadeapbl, HAUMEHOBAHUE
JTUCIUTIINHEL, TeMa nokiaaa, ®UO cryaenTa;

- K CTPYKTyp€ IOKJIaJa - OIJIaBJICHHE, BBEACHUE (YKa3bIBA€TCSl aKTyaJbHOCTb, LIEIb U
3aJlauM), OCHOBHAs YacTh, BBIBOJIBI aBTOpa, CIHUCOK JIUTEpaTypbl (He MeHee 5 mosunwmii). Oobem



COTJIACOBBIBAeTCs C IpernoaaBaresneil. B koHile paboThl cTaBUTCA /1aTa €€ BBIIOJHEHUS U MOIMNKChH
CTYJICHTA, BBITIOJTHUBIIIETO PabOTYy.

Memoouueckue pekomenoayuu no n0020mMoeKe, HANUCAHUIO U 0OPMIeHUIO Icce.

Dcce SABISETCS PE3yNIbTaTOM HHIWBUIYaTbHOW CaMOCTOSITEILHON MHCHMEHHOH padOThI
CTyJIEHTa Ha OJIHY U3 IMpeMIOKEHHbIX TeM. llenb HamucaHusi 3cce — pa3BUTHE HAaBBIKOB
CaMOCTOSITETLHOTO TBOPYECKOTO MBIIIUICHUS U MMCHMEHHOTO M3JI0XKEHHSI COOCTBEHHBIX MBICIICH.
B scce BaHBI 4ETKOCTh, SICHOCTh U TPAaMOTHOCTH (DOPMYJIMPOBOK; YMEHHE CTPYKTYpPHUpPOBAThH
WH(OPMALIMIO, BBIACIATh MPUYHHHO-CICACTBCHHBIE CBS3M, MPUMEHSITh AHATUTHYCCKUI
WHCTPYMEHTApHA, WJUTFOCTPUPOBATH CYXJICHUS COOTBETCTBYHOLIUMU [puMepamu,
apryMEHTHUPOBAaTh CBOU BBIBOJIBI.

Hamnncanue scce — 3TO OTBET Ha BOMNPOC, KOTOPBIM OCHOBAaH Ha KIJIACCUYECKOM CUCTEME
JoKa3aTenbeTB. J[nsi HamwcaHus 3cce PEKOMEHIYETCsl UCIOJIb30BaTh yUEOHYI0, HAYYHYIO H
CHELUAJIbHYI0 HAyYHO-IIPAKTUYECKYIO JIUTEPATYpYy.

Dcce COCTOUT U3 CIIEAYIOIIMX YacTel: BBEJCHUE, OCHOBHAS YaCTh U 3aKIIIOUCHUE.

Bo BBenenun naercs 000cHOBaHUE BbIOOpA JaHHOW TEMbI M HAIIPABJICHUS €€ JIeTalu3aluH,
9TO JIOCTHTACTCSl TPABWILHO CGHOPMYJIHPOBAHHBIMU 33/ladaMH, KOTOpPBIE IeJIecoo0pa3Ho
PaCKpBITh IPHU MIOCTPOECHUHU 3CCE.

B ocHOBHOH uacTW pacKphIBAIOTCS TEOPETUUYECKHE OCHOBBI M3Yy4aeMOW NpPOOIEeMbl, U
JTAeTCsl OTBET Ha OCHOBHOW Bompoc 3cce. [loAroToBka 3TOM 4acTu 3cce MpearogaraeT pa3BuTue
HAaBBIKOB apryMCHTAIlMA W AaHallu3a, OOOCHOBAHHWE BBIBOJAOB W TIOJNIOKEHUH, HCXOAS U3
MMEIOIINXCA JaHHBIX, IPYTUX apryMEHTOB M MO3ULIMI [0 M3yyaeMoMy Bompocy. B aTom cocrout
OCHOBHOE COJICp)KaHHE ICCE U ITO NPEIACTABISICT COO0H TIaBHYIO TPYIHOCTh. [l Y4eTKOCTH U
dbopManu3auu OCHOBHOM YacTH 93cce ClIeyeT UCIOIb30BaTh IOA3aroJOBKH  (pa3ielsl
apryMeHTallii), TaK KaK WMMEHHO CTPYKTypa OCHOBHOW 4YacTH sBISETCS O0OOCHOBaHHEM
MpeAJIaraéMoil CUCTEMbl apryMEHTalluy, WLIIOCTPUPYET NMpPUMEHsEMble METOAbl aHanuza. llpu
HEOOXOJUMOCTH B KAaueCTBE AHAIMTHUYECKOTO WHCTPYMEHTa MOXKHO HCIIOJIb30BaTh TpaduKw,
JarpamMmbl U TaOJIHIIBL.

Bonpiryro wacTe 9cce  JOMKEH COCTaBISATH CaMOCTOATENbHBIM aBTOPCKHM  TEKCT,
OTMPAIOUTUIICS HAa M3YUYEHHYIO CTYJIEHTOM JIMTEPATypPy U ero coOCTBeHHOE BUICHHE Mpobdaembl. B
TO K€ BpeMsl, PU HAMMMCAHUH 3CCE OBIBACT 11€JIECO00pa3HO MPUBOIUTH COOTBETCTBYIOIINE IIUTATHI
U3 HUCIONb3yeMbIX TnyOnukanuil. [{utatel OOBIMHO TNPUMEHSIOTCS TPH  HEOOXOAUMOCTH
MOAYEPKHYTh OIEHKY TOW MJIM MHOM TTPOOJIEMBI OIIPEIeTIEHHBIM aBTOPOM.

B 3axmrouennn 000011ar0TCs BBIBOIBI IO TEME C YKa3aHHUEM O0JIaCTH €€ IPUMEHEHHUS.

OO61muii 00beM 3cce: MaKCHUMaJIbHO - 5 CTpaHUIl MAIIMHONMCHOTO TeKcTa popmaTa A-4.

Memoouueckue pexomenoayuu no bINOJIHEHUIO PA3IUYHBIX POPM CAMOCHOAMENbHBIX
0OMAUWIHUX 3A0aHUIL.

CamocTtosTenbHas paboTa CTYJEHTOB BKJIIOYAeT B ce0s BBIMOJHEHHE PA3IMYHOTO pPoja
3a/IaHii, KOTOpbIE OPHUEHTHUPOBAaHbI Ha OoJsiee TIIyOOKOE YCBOEHHME Marepuana HU3y4dyaeMoi
muctumuHel. [lo kaxmoil Teme ydeOHOW TUCIUIUIMHBI CTYAEHTaM TWpeiaraeTcsl MepevyeHb
3aJlaHuM I CAaMOCTOSITENIbHOM pabOTHI.

K BbIMONHEHWIO 3aMaHUN JIJISI CAMOCTOSITENILHOM pPAaOOTHI MPEIbSABISIOTCS CIEIYIOIIHe
TpeOoBaHUs: 3aaHUsl JOJDKHBI  HUCIOJHSTHCS  CAMOCTOSTEIbBHO W TPEJACTaBIATHCS B
YCTaHOBJICHHBIN CPOK, a TAK:KE€ COOTBETCTBOBATH YCTAHOBIEHHBIM TPEOOBAHUSAM 110 OOPMIICHHUIO.

CryneHTaM cieayer:

- PYKOBOJICTBOBATbCS IpapKOM CaMOCTOSITENBHOMN paboThl, onpeaeneHubM PIT/T;

- BBIIOJHATH BCE IUJIAHOBBIC  3aJaHUs, BBbIJIaBaeMbIe  MpEnojaBaTeieM s
CaMOCTOSITENILHOTO BBIMIOJHEHHs, W pa3OupaTh HA CEMHHAapaX M KOHCYJIbTAIUSIX HESCHBIC
BOITPOCHI;

- WCMOIIb30BaTh MpPH MOJATOTOBKE METOAWYECKHEe pa3paboTku Kadeapbl MO HAMHCAHUIO
pedepatoB, 3cce, KOHTPOJIBHBIX PabOT;



- IpU TOATOTOBKE K IPOMEKYTOYHOMY KOHTPOJIIO HapajjielbHO HpopadaThiBaTh
COOTBETCTBYIOIIME TEOPETUUECKUE U MPAKTHUECKUE Pa3/Aeibl JUCHUIUIMHBL, (PUKCHPYS HESICHBIC
MOMEHTBI JIs1 UX 00CYK/IeHHsI Ha TJIAHOBOM KOHCYJIbTALlUH.

Memoouueckue pekomenoayuu no pabome ¢ 1umepamypoil.

JIrobass opma camocTOATENbHOM paboOThl CTyJeHTa (IOArOTOBKA K CEMUHApCKOMY
3aHATHUIO, HAlMCAaHHE 3CCE, KOHTPOJIbHOW palboThl, NOKIaga M T.N.) HAYMHACTCS C HM3yUYCHHS
COOTBETCTBYIOLIEH JIUTEPATyphl KaK B OMOIMOTEKE, TaK U JJOMa.

K xaxmgoli Teme ydeOHOM IUCHMIUIMHBI TOAO0OpaHa OCHOBHAas M JONOJHHUTEIbHAs
JuTeparypa.

OcHoOBHas TUTEepaTypa - 3T0 yUeOHUKH U y4eOHBIE TTOCOOHS.

JlononHuTenbHas JMTepaTypa - 3TO MOHOrpaduu, COOpPHUKM HaydyHBIX TpPY/IOB,
JKYpPHQJIbHBIE U Fa3€THBIE CTaTbU, Pa3IMUHbIE CIIPABOYHUKH, SHIIUKIIONEANN, UHTEPHET PECYPCHI.

Pexomenpauuu cTyieHTy:

- BBIOpaHHYI0 MOHOTpa(HIO WM CTAThIO IIEJIECO00pa3HO BHUMATEIBHO MPOCMOTPETh. B
KHHMrax CIeAyeT O3HAKOMHUTBHCS C OIVIABJIICHMEM M HAY4YHO-CIPABOYHBIM aIIapaTroM, NPOYUTaTh
aHHoTauuoo U npeauciosue. llenecooOpazHo ee MHponMCTaTh, PACCMOTPETh WIUIIOCTPALUH,
TaOJMUILBI, JUAarpaMMbl, MpHJIOKEHHUs. Takoe MOBEpXHOCTHOE O3HAKOMIIEHHE IO3BOJUT Y3HATH,
KaKHe IJ1aBbl CI€yeT YUTaTh BHUMATEIbHO, a KAKUe IMPOYUTATh OBICTPO;

- B KHUT€ WIH XypHaJle, IPUHAAJIEKAIUE CAMOMY CTYJEHTY, KIFOYEBbIE ITO3ULIUNA MOYKHO
BBIJICJIATh MapKepoOM HJIM JelaTh NMOMETKH Ha mnoisx. Ilpum pabore ¢ MHTEpHET-UCTOYHHKOM
11€J1eCO00pa3HO TaKKe BBIJICNIATh BAXKHYIO HH(OPMAIIHIO;

- €CJIM KHWUTra WM JKypHajJ HE SIBJSIOTCS COOCTBEHHOCTBIO CTYJIE€HTa, TO LEIecoo0pa3Ho
3alMChIBaTh HOMEpPA CTPaHMIL, KOTOpbIE NMPUBICKIA BHUMaHKE. [lo3ke cienyeT BO3BpaTUTBHCS K
HUM, T[EpPEeYHTaTh WM TepenucaTb HyXHyI0 wuHpopMamuio. dDuszndyeckoe [eHCTBHE O
3aIMCBHIBAHUIO IIOMOTAET IPOYHO 3aJI0KHUTh JAHHYIO HH(OPMAILMIO B «OaHK aMATH.

Brinenstorces cnenyronue BUabI 3aniMced pu paboTe ¢ TuTepaTypoil:

KoHcnekT - kpaTkas cxeMaTHuyecKas 3aliChb OCHOBHOT'O COJIEP)KaHMsI HayyHOW pabOTHI.
[enbto sBisieTcs HE MNEpENnuChbIBAHME MPOU3BENICHHUS, a BBISBICHHE €ro JIOTMKH, CHCTEMBI
JI0Ka3aTeNIbCTB, OCHOBHBIX BBIBOJOB. XOPOIIMM KOHCIEKT JOJKEH COYETATh IOJTHOTY M3JI0KEHUS
C KPaTKOCTBIO.

[TuTaTa - TOYHOE BOCIIPOM3BEIEHUE TEKCTA. 3aKJIIOUAETCS B KaBbIYKHA. TOUHO yKa3bIBacTCs
CTpaHHULa UCTOYHHKA.

Te3nucel - KOHLEHTPUPOBAHHOE W3JIO)KEHHWE OCHOBHBIX IIOJIOKEHUH IPOYUTAHHOTO
MaTepuana.

AHHOTaIM - OYeHb KPaTKOe M3JI0KEHUE COJIep>KaHMsl TPOYUTAHHON pabOTHI.

Pe3stome — Haubosee oOmMe BBIBOABI U MOJOXKEHUS pabOThI, €€ KOHUENTyalbHble UTOTH.
3anucu B TOM UM UHOM (popMe He TOJIBKO CIIOCOOCTBYIOT MOHMMAHMIO U YCBOEGHHUIO M3Y4aeMOro
MaTepuaia, HO ¥ IOMOTaloT BbIpa0aThIBATh HaBBIKU SCHOTO M3JI0KEHUS B TUCbMEHHON (popme Tex
WJIM UHBIX TEOPETUYECKHUX BOIPOCOB.

6. OcHOBHAs1 U JONOJHHUTEIbHASI Y4eOHAsA JIUTEepaTypa, HeoOXoAUMasi I OCBOEHUSI
AMCUMIUIMHBI, pecypchl HHGPOPMALMOHHO-TEJIEKOMMYHUKAUMOHHOM ceTtH ''HWHTepHer",
BKJIIOYAsl NepeYyeHb Y4eOHO-MeTOAUYecKOro odecmeveHHus IJI CAMOCTOATEbHOH PadoThI
00y4arouuXcs Mo JUCHHUILIHHE

6.1. OcHoBHas UTEpaTypa.

1. Kysunenos, 1. H. Jlenonpon3BoAacTBO [DIAEKTpOHHBIN pecypc]: ydel.-cipaB. mocobue st
6akanaBpoB /M. H. Ky3HenoB. — DleKTpOH. TEKCTOBbIE JlaH. — 6-¢ u3a., mepepad. u gomn. — M.:
Jamkos u K, 2014. — 460 c. — Pexxum nocryma : http://www.iprbookshop.ru/24781

2. Kysnenos, M. H. JlokyMeHTanOHHOE oOOecleYeHnue YIpaBieHUsS M JEJIONPOU3BOJCTBO
yueOHuk /it 6akanaspos / M. H. Ky3nenos. — Mocksa : FOpaiir, 2012, 2014. — 576 c.



JdomoHuTeabHast

1. bacakos, M. 1. Jlenonpous3BoaAcTBO (IOKYyMEHTALIMOHHOE OOECIIeYeHUE YIPaBICHHs HA OCHOBE
I'OCT P 6.30-2003) : yue6. nmocobue / M. U. bacakoB. — 7-¢ u3a., mepepad. u gomn. — Mocksa :
Hamxkos u K, 2010. — 347 c.

2. bacakoB, M. U. Jlenonpou3BoJACTBO (JOKYMEHTAIMOHHOE obecrieueHue ympasienus) : 100
sk3ameHall. orsetoB / M. U. bacakoB. — 2-¢ u3n., ucnp. u gon. — PocroB-Ha-Jlony : DeHUKC :
MapT, 2010. - 285 c.

3. 'ycaraukosa, J1. E. Kagpoas ciyx6a npennpustus. [{enonpon3BoacTBo, T0KyMEHTO000POT U
HOopMmaTuBHas 0a3za [DnekTpoHHBIH pecypc]| : yueb. mocobmue / JI. E. I'ycarnukoma, O. W.
3axapkuHa, M. A. IllutoBa. — DnekTpoH. TekcToBbie naH. — CapatoB: Junons, 2012, — 217 c. —
Pexxum noctyna: http://www.iprbookshop.ru/10555

4. llemun, 0. M. Jlenonmpou3BoactBo. IloarotoBka ciykeOHBIX JOKYMEHTOB : IPOW3BOJICTB.-
npakT. m3aanue / FO. M. Jlemun. — 3-¢ uz ., gon. u nepepad. — CII6 : [Turep, 2010. — 256 c.

5. Poroxun, M. 0. CnpaBodHHMK MO JCIONPOU3BOACTBY [DnekTpoHHBINM pecype] / M. IO.
Poroxwun. — DIEeKTpOH. TEKCTOBBIC AaH. — 3-¢ U3, nepepad. u jgor. — Mocksa : FOctutuapopmM,
2011. — 256 c. — Pexxum goctyna : http://www.iprbookshop.ru/13407

6. SAuxoBuu 1. A. Jlenonpon3BoACTBO B KaJpOBOH CIy»K0€ [ DIeKTpOHHBIN pecypc]: yueOHUK st

CTYIEHTOB BY30B, oOydaromuxcs mo cnenuanbHoctd 062100 «YmpaBieHue mnepcoHamom»/
Sukouy HI.A.—DnexTpoH. TekctoBble nanHbie.— M.: IOHUTU-JAHA, 2015.— 160 c.—
Pexxum moctyna: http://www.iprbookshop.ru/52462

HopMaTuBHO-IpaBOBbIE IOKYMEHTHI:

®enepanbhblil 3akoH 2006 1. «O nopsiake paccMOTpeHus: oOpallleHui TpaxiaH
Poccutiickoit deneparun» ¢ u3m. 2014 r.).
®enepanbhblil 3akoH Poccuiickoit ®enepaunn ot 22 oktsa6psa 2004 r. N 125-P3 «O6
apxuBHOM Jiesie B Poccuiickoit denepanum» (akTyaiabHasi BEpCHs).
®enepanbHblil 3ak0H «O06 obecrieueHNH 10CcTyna K UHGOpMaIuu O JesITeIbHOCTH
rOCy/IapCTBEHHBIX OPTaHOB M OPraHOB MECTHOTO camoympaBieHus» oT 9.02.2009 roga Ne 8-D3)
®enepanbHblil 3akoH oT 27 utonst 2006 r. N 152-D3 «O nepcoHaIbHBIX JaHHBIX).

[IpaBuna pgenompou3BojacTBA B (eiepalibHBIX OpraHax MCIOJHUTENbHOW BiacTH  (YTB.
[TocranoBnennem IlpaButensctBa P® ot 15.06.2009 Ned77 «O6 ytBepxkaenun IlpaBun
JIeNIONIPOU3BOACTBa B (hefiepasibHBIX OpraHax HcHojHUTENbHOH Biactu» //  CoOpaHue
3akoHoaarenbcTBa Poccuiickoit deneparuu 22.11.2009 Ne25, c¢1.3060.

I'OCT P 6.30-2003 «YHupuupoBaHHbIE CUCTEMbI TOKYMEHTAllUU. YHU(DUIUPOBAHHAS cHCTEMA
OpPraHMU3alIOHHO-PACHIOPSAUTEILHON  TOKYMEHTallUU. TpeboBanuss Kk  odopmileHHIO
JOKYMEHTOBY

[TpaBuna okazaHusi yciayr mnouyToBod cBsizu (yTBepxknaeHbl I[loctanoBnenuem IlpaBurtenbcTBa
Poccuiickoit @enepamun ot 15.04.2005 Ne221 «OO6 ytBepxaenun IIpaBun oxazaHHs yciayr
noutoBoi cBs3u» // Cobpanue 3akoHonarenbcTBa Poceuiickoit @eneparuu Nel7 cr1.1556.
Metoauueckie peKOMEHIAlMd 1O pa3padoTKe MHCTPYKUMH 1O JeNONpPOU3BOJACTBY B
(denepanbHBIX OpraHax HCHOJIHUTENbHOM BiacTd (yTBepkaeHsl [Ipukaszom PocapxuBa ot
23.12.2009 Ne76) //Poccuiickas razeta Ne 4937, 24 urons 2009 r.

IIepeuyensb pecypcoB HHGPOPMALMOHHO-TEICKOMMYHUKAUMOHHOU ceTH «HTEepHET»

1. PRO-Cekperapuar [ neKTpoHHBIH pecypc]. Pexum moctyna: www. secretariat.ru.

2. Caiir koHcanTtuHroBas rpymmna «Tepmuka» [OnexkTpoHHbI pecypc]. Pexum pocrtymna:
www.termika.ru.

3. CallT mo KaapoBOMYy JEJIONPOU3BOACTBY [ONeKTpoHHBIM pecypc]. Pexum pgocryna:
www.kadrovik-praktik.ru.

4. Caiir cexkperapeit [D1eKTpoHHBIH pecypc]. Pexxum nocryna: www.sekretar-info.ru.



5. IlpodeccuonanpbHOE JEIONMPOU3BOJACTBO [DIEKTpOHHBIM pecypc]. Pexum  mgocryma:
www.profiz.ru.

1. MaTepI/IaJILHO-TeXHI/I‘leCKaH 6333, I/IH(l)OpMaIII/IOHHbIe TEXHOJOTUH, UCHOJIb3yEMbIC IIPH
OCYHI€CTBJICHUU OﬁpﬂSOBaTeﬂbHOFO nmpomecca Mmoo AUCHMILIMHE, BKJIIO4Yass IIePeYCHb
NMporpaMMHoOro o0ecrnevyeHus U I/IH(l)OpMaIIHOHHbIX CIIPpaBOYHBIX CUCTEM

1. Cnenuanu3upoBaHHbIC 3aibl ISl MPOBEACHUS JIEKIMM W ayJUTOPUH JUIsl TMPOBEIACHUS
CEMHHAPCKUX U MPAKTHUUYECKUX 3aHSATHI C UCIIOJIb30BAHUEM MYJIbTUMEIUIHOTO 000pYyAOBaHUS U
BO3MOXHOCTBIO ITPSIMOTO BbIXOJ1a B C€Th HTEPHET.

2. Croenuanu3upoBaHHass MeOelb M OpI.CPeICTBA: ayIUTOPHUM U KOMIIBIOTEPHBIE KIIACCHI,
000pYyI0BaHHBIC MTOCAIOYHBIMU MECTAMHU.

3. TexHuuyeckue cpeacTBa 00yUeHUs: MEePCOHANbHBIE KOMIBIOTEPHI; KOMIBIOTEPHBIE MPOEKTOPHI;
3BYKOBBIE JUHAMHKH; MPOTPAMMHEIE CPEIICTBA, OOECIICYMBAIOIINE MPOCMOTP BHICO(DANHIOB B
dopmarax AVI, MPEG-4, DivX, RMVB, WMV.

4. JlunensuonHsle ayekTpoHHbIe pecypesl: Windows, Microsoft Office (Excel, InfoPath,
PowerPoint, Publisher, Word).

5. MadopManmoHHbIe CIIPaBOYHBIE H MOUCKOBBIC cucTeMbl «KoHcynbranT [Lirocy, «["apanT.



