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K OCHOBHOU NpogheccuonanbHoll 06pazoeamenbHoll npocpamme
no nanpasienuro noozcomoesxu 38.03.04 I'ocyoapcmeennoe u MyHUyunaivHoe
Ynpasnenue, HanpasienHocms (npoguis) «I ocyoapcmeennasn u MyHUYUNAIbHAs CLyHCOA»

Pabouast mporpamma qUCIUTIINHBI «/[oKyMeHTalMOHHOE 00ecIeueHne rocy1apCTBEHHOM
U MYHUIUIAJIBHON CITy>KOBI» BXOIUT B 4acCTh, (POPMUPYEMYIO YHaCTHHUKAMH 0Opa30BaTeIbHBIX
OTHOIIIEHWH y4eOHOro MmiaHa 1o HamparieHuio noarotToBku 38.03.04 T'ocymapcTBeHHOE U
«l'ocymapcTBeHHass U
MYyHUITUTIATbHAS CITYK0a» W TpeIHa3HayeHa sl 00yJaronuXxcsi OYHOW W OYHO-3a09HOU (hopM

MYHUIUIIAJIBHOC

o0ydeHusl.

yIOpaBJIeHUE,  HANpPaBICHHOCTb  (IPOQHIIB)

Ha y4eGnbrIit o

CocraB akTyaJn3aiuu

VY4eHBIM COBETOM

VYT1BepxkaeHa

2024-2025

- IlepedyeHb OCHOBHON M JOMOJHUTEIHLHOM
y4eOHOI TuTeparypsl,

- [lepeuens nmpodeccronanbHBIX 0a3 TaHHBIX
1 UHGOPMAITMOHHBIX CITPABOYHBIX CHCTEM.

[IpoTokon Yuénoro
coBeTa oT 28.03.2024 1.,

Ne &

© MHCTUTYT MEXIYHAPOIHBIX S3KOHOMUYECKUX CBs3eit, 2021.
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1. eap ¥ 3272494 AU CHUATINHBI

Hear aucnumianHbl «/[oKymMeHTallMOHHOEe o0ecredyeHHe TOCYAAPCTBEHHON U
MYHHMIHMIAJIbHON COy:KObI» — U3y4YeHHE, CHUCTEMaTH3allus M 3aKpelyIeHUE 3HaHMH,
npuoOpeTeHNne YMEHHU 1 HaBBIKOB B 00JIACTH JOKYMEHTAIMOHHOTO 00ECIIeUeH s yIpaBIeHUs B
rOCyJJapCTBEHHON ¥ MYHUIIUTIAILHON CITy>KOe.

3agaum u3ydeHus AUCHUIIMHBI:

- chOopMHUpPOBATh CUCTEMY TEOPETHYECKMX M METOJOJOTMYECKUX 3HAHUH OCHOB
JTOKYMEHTHUPOBaHUSI HH(OPMALIUY C YYETOM KOMIETEHTHOCTHOTO MOAX0/1a;

- chopmupoBaTh CHUCTEeMy 3HAaHHUW pa3pabOTKH JOKYMEHTAaIluH, OOeCIeunBaroIei
peanuzanuio GUHAHCOBBIX U YIPABICHUECKUX PELICHMUIA;

- chopMHUpOBaTh  NPEACTABICHUS O MPUHLOMINAX, [paBWJIaX M TEXHOJOTHIX
JIOKYMEHTAIlMOHHOT'O 00eCIIeUeHHs rOCy1apCTBEHHOT0 U MyHHUIIUIIAJILHOTO yIPaBICHUS;

- HAyYUThCS TPUMEHSTH IMpaBWIa JOKYMEHTHPOBAHUS WH(DOpPMAIIMHM TPU COCTABJICHUU
JIOKYMEHTOB U UX aHAJIN34;

- OCBOUTHh HAaBBIKUA MPOCKTHUPOBAHUSA YHH(PHUIMPOBAHHBIX (POPM JTOKYMEHTOB, CHUCTEM
JOKYMEHTallMU 1 UHPOPMALIMOHHO-TOKYMEHTAIIMOHHON CUCTEMBbI YUPEXKJACHUS B LIETIOM.

2. MecTo AMCHUILIUHBI B CTPYKTYpPe OCHOBHOI nmpodgeccHoHATbHOI
0o0pa3oBaTe/IbHOW MPOrpaMMbl BbICIIET0 00Pa30BaHUS

Jucuuninna «JlokyMeHTauMOHHOE o0ecreyeHue rocy/1apCcTBEeHHOI "
MYHHIHMOAJIbHON CJIY:KObD» BXOAHUT B 4acTh, (OPMUPYEMYIO YIaCTHUKAMH OOPa30BATEIbHBIX
OTHOIIIEHUH y4eOHOro IiaHa 1o HamparieHuio noaroToBku 38.03.04 T'ocymapcTBeHHOE U
MYHUIIUTIAIBHOE  yIpaBlieHWE,  HampaBieHHocTh  (mpoduinb)  «locynmapcTBeHHas U
MYHHIIUTIATIbHAS CITyK0ay.

3. O0beM AUCHMILVIMHBI B 324€THBIX €IMHUIAX U aKAJeMHUYeCKHX Yacax ¢
YKa3aHHEM KOJIN4YeCTBA aKaJleMHUYeCKNX YACOB, BbI/IeJICHHBIX HA KOHTAKTHYI padoTy
00y4arouuxcs ¢ npemnogaBaresieM (1Mo BUAaM Y4eOHbIX 3aHATHII) U HA CAMOCTOSAITEJILHYIO
padoTty o0y4aromuxcs

Oo6mmas Tpy1I0EMKOCTh TUCHIUTIINHBI COCTABIISET 3 3a4€THBIC eIUHUIIBI, Bcero — 108 gacos.

Bcero yacos
Bux yueOnoit padoTsr ouHas popma 0OydeHUs OYHO-3a04Has
dbopma oOyueHus
KonTakTHas padoTa ¢ npenogaBartejiemM 28 8
(Bcero)

B toMm uucne:
3aHsaTUA JIEKIIHOHHOTO THUIIA 14 6
3aHATHSI CEMUHAPCKOTrO TUIIA, B TOM YHCJIE: 14 2
CemuHapsbl 10 -
[IpakTuueckue 3aHATHUS B dopme 4 2
MIPAKTUYECKON OJITOTOBKU
CamocTrosiTesibHas padoTa (Bcero) 80 100
dopma KOHTPOJIS 3a4eT ¢ OIEHKOM
Oo0mast Tpy10éMKOCTb TUCHUILIHHBI 108




4. IlepeyeHb IVIAHUPYEMBIX Pe3y/IbTATOB 00y4eHHs 110 AMCHHUIUINHE, COOTHECEHHbIX
¢ IVIAHUPYEeMbIMH pe3ya1bTATaMH OCBOCHHS OCHOBHOM NMpPodecCHOHATBHON
0o0pa3oBaTe/IbHOW MPOrPaMMbI

Koa m HaumenoBanue

Koa m HaumenoBanue

ILnanupyemble pe3yJibTaThl

KOMIIeTeHI UM (1if) HHAMKATOPA TOCTHKCHUSA
00y4eHHUSs MO JUCHUILINHE
BBINIYCKHUKA KOMIIeTeHIIUH

K-5 HIIK 5.1 3HaTh: OCHOBHBIE TOHATHS U
Cnocoben ocymectBisaTh | Cobupaer, 00pabaThIBaeT, | COBpEMEHHBIC MTPUHITUIIBEI PAOOTHI C
cbop, 00pabOTKy, yd4eT U | yUYUTHIBACT U aHAIH3UPYET | JOKYMEHTAMH B CUCTEME
aHan3 JAHHBIX, | JTAaHHBIE JJIS PEIICHUs 33a4 | TOCYIapCTBEHHON u
JOKYMEHTAI[MOHHOE B TOCYIapCTBEHHOM ¥ | MyHUIIUTIATbHON CITykOBI,
o0ecrniedeHure JyIsi peleHus | MyHHUIIUaIbHOM HOPMaTHBHO-METOJMYECKyI0  0azy
3amad B chepe yIpaBJICHUU JOKyMEHTAI[HOHHOTO  00ecHeueHns
roCyIapCTBEHHOTO u | UMK 5.2 YIpPaBICHUS ~ TOCYAapCTBEHHOH |
MYHHLANIAIBHOIO OCYU.[GCTBHHGT MYHHHHHaHBHOﬁ COOCTBEHHOCTBIO.
yIpaBIICHUS JIOKYMEHTAllHOHHOE YmMmerTn: AHAJIM3UPOBATh JAHHBIC,

oGecrieuenue s pemenus | PaspadaTbiBaTh ACIIOBBIE

3amay B cepe
rOCyJapCTBEHHOTO "
MYHHUITUTIATEHOTO
yIIpaBJICHUS

JOKYMEHTBl M WH()OPMAIMOHHBIE
MaTepHalbl JUIs pelIeHUs 3a/ad B
rOCYAapCTBEHHOM u
MYHUIIUTIAIBHOM YIIPABICHHH.

Baanerb: criocoOHOCTHIO COOMPATH
U 00pabaTeIBaTh MHPOPMAITUIO /IS
pemIeHns 3a1a4 B TOCY1apCTBEHHOM
U MYHHUIMIIAQIGHOM YIPaBJICHUHU;
HaBBIKOM  pa3paldOTKH  JIENTOBBIX
JIOKYMEHTOB U HWH(OPMALMOHHBIX
MaTepualioB JJIsl PEHICHUs 3a1ad B
rOCyJJapCTBEHHOM "
MYHHUIMIAIFHOM YIIPaBICHHU.




5. Conep:kanue AUCHUNTIHHBI

HaumenoBanue tem

Conep:xxanue TeM (pa3jaesioB)

(pa3nesioB)
Tema 1. OcHOBBI [TonsiTue «JIeTTOTPOU3BOJICTBOY, «JIOKYMEHTallHOHHOE
JOKYMEHTAITMOHHOTO obecrieueHre yIpaBICHU.

obecriedeHus: paboThI
OpraHoOB BJIACTH

Jlenonpou3BOACTBO KaK (PYHKITUS yIIpaBJIeHUs, €Tr0 MECTO Cpein
IpyTrux ynpaBieHueckuX (yHKUuH. JlemonpousBoACTBO Kak
crcremMa paboThl ¢ JOKYMEHTaMH.

[Ipeamer, copepkaHne W 3aJa4d  JOKYMEHTAlMOHHOTO
o0ecrieyeHns: TroCyNapCTBEHHOW MYHHUIIUIAIbHON — CITYKOBI.
OcHoBHBIE CBoOlCTBa, (PpyHKIMH HoKyMeHTa. Kiaccudukamms
JOKYMEHTOB.

HopmartuBHas 3akoHonmaTenbHas 0a3a JIOKyMEHTAllMOHHOTO
o0ecrieyeHrs ynpaBaeHHUs TOCYAapCTBEHHOM M MyHUIIUTIATbHON
cyx0s1. [IpaBoBas ocHOBa Aenonpon3BoacTBa. HopMaTuBHBIC

MIPaBOBbIE aKTbl B obnactu MH(OPMAIIMOHHO
JTOKYMEHTAIMOHHOTO 00ECTICYCHHSI.
OcCHOBHBIE ~ HOPMATHUBHO-TIPABOBBIE U METOJMYECKUE

JIOKYMEHTHI 110 JACJIONPOU3BOICTRY.

Tema 2. OcHOBHBIE
TpeOOBaHUS K COCTABICHUIO
1 0(hOpMIICHHUIO
TOKYMEHTOB

Crpyktypa  mokymenta. OOmmi  mopsiiok  oopMIeHUs
nokymeHToB. TpeboBanus k odpopmienuto qokymenTos mo 'OCT
I[IMP «YCJI. YCOP/I. TpeGoBanus k 0(hOpMICHUIO TOKYMEHTOR).
bnanku gokymentoB u TpeOoBaHus k HuM. CTpykTypa
MeTOoAn4ecKux pekoMmeHnanud mo npumenennio ['OCT IIMP
«YCJH. YCOP/. TpebGoBanuss Kk OGOPMIICHHIO TOKYMEHTOBY.
CocTaB pEeKBU3UTOB JOKYMEHTOB. TpeOoBaHHS K O(GOpPMIICHHUIO
PEKBU3UTOB JTOKYMEHTOB.

bnanku NOKyMEHTOB M MOpPSIOK uX odopmieHus. Hasnauenue
0JIaHKOB JIOKYMEHTOB. Buibl 6J1aHKOB.

Tema 3. Opranuzanus
JIOKyMEHTO000pOTa
rOCyJIapCTBEHHOU U
MYHHIUITATBHON CITy>KOBbI

Cucrema  opraHuM3allMOHHOM  JnokymeHTauuu.  Cucrema
pacropsauTenbHOM JNoKyMeHTanuu. CucremMa HMHPOPMALMOHHO-
CIpaBOYHOM AOKyMeHTamu. CucTemMa JTOKYMEHTALUH 110 THYHOMY
COCTaBy. [TonsTne u MIPUHIUIIBI OpraHu3aluu
IOKyMeHTooOopoTa. [IpoxokaeHHe W TMOPSJOK HMCIOJHECHHS
BXOSIIIUX TOKyMEHTOB. [IpoxoskeHne HCXOASIIX U BHY TPEHHUX
JOKYMEHTOB. Peructpamusi JOKYMEHTOB W WH(OPMAIMOHHO-
crpaBOYHas pabora.

CocraBneHue HOMEHKIATypbl  gen. @DopMupoBaHue U
odpopmiienue nen. IlogroroBka u meperada JOKYMEHTOB Ha
apXHWBHOE XpaHEHHUE.

[ToHsiTHE 37IEKTPOHHOTIO JOKYMEHTOOOOpOTa B OpraHHU3aIUH.
O630p aBTOMATU3HPOBAHHBIX CUCTEM yIpaBJieHUs
JNOKyMEHTaMHU. [IpaBuna  OpuUMEHEHUsT  BJIEKTPOHHOIO
nokymeHntoobopora. Bumer DJI0. IlpaBa u 00s3aHHOCTH
COYYaCTHUKOB 3JIEKTPOHHOTO B3aMMOJAEWCTBUA B cdepe
JTOKyMeHT00OopoTa. [IpMHIIUIIBI TPU3HAHUS JIEKTPOHHOTO
JOKyMEHTOO00pOTa, TMOAMUCAHHOTO MHU(GPOBOM MOAMKCHIO,
paBHO3HAYHBIM JIOKYMEHTaM Ha OYMa)KHOM HOCHTEJIE.




6. CTpykTypa JTHCHMILIMHBI 10 TEMAaM C YKa3aHHEM OTBeIeHHOI'0 HA HUX
KOJIMYeCTBA aKaJeMU4eCKHX YaCOB U BU/IOB YUeOHBIX 3aHATHI

Ounas ¢popma o0ydeHus1

e KonTrakTHas pabora, yac. CamocrosT

n/- HanmenoBanue TeM (pa3iesioB) 3ansaTun eJIbHasA Bcero,

I AUCHHUILTUHBI JeKiuoHHoro | CemMuHapbl padora, yac.

THOA yac.

1. | OcHOBBI TOKYMEHTAIIHOHHOTO 4 4 22 30
obecrieyeHus paboThl OPraHOB
BJIACTH

2. | OcHOBHBIE TPeOOBAHUS K 4 4 30 38
COCTaBJICHHIO U 0(OPMIICHUIO
JOKYMEHTOB

3. | Opranu3zamus J0KyMEHTO000poTa 6 6 28 40
roCyJapCTBEHHON U
MYHHIMIAIBHON CITY>KObI

HUTOTI'O: 14 14 80 108

OuHo-3204Hast popma 00yueHust

e KonrakTHas pabora, yac. CamocrosT

n/- HanmenoBanue TeM (pa3esioB) 3ansaTun eJIbHasA Bcero,

I AUCHMILTUHBI JeKIuoHHOro | CeMUHapHI padora, yac.

THOA yac.

1. | OcHOBBI TOKYMEHTAIIHOHHOTO 2 - 28 30
obecrieyeHus paboThl OPraHOB
BJIACTH

2. | OcHOBHBIE TPeOOBAaHUS K 2 1 35 38
COCTaBJICHUIO U 0(OPMIICHUIO
JOKYMEHTOB

3. | Opranu3zamus J0KyMEHTO000poTa 2 1 37 40
roCyJapCTBEHHON U
MYHHUIHUIAIBHON CITy>KObI

HUTOTI'O: 6 2 100 108

7. IlepeyeHb y4eOHO-MeTOAUYECKOT0 O0ecnevyeHusl VISl CAMOCTOSITeIbHOI padoThl
00y4yaommxcs Mo AMCHUILINHE

CamocrodrenbHas paboTa sIBISI€TCSI OJHUM M3 OCHOBHBIX BUI0B YU4€OHOH I€ATEIbHOCTH,
COCTaBHOM YacThIO Y4eOHOIO Mpoliecca U UMEET CBOEH IIeNbI0: TIy0OKOe YCBOGHHE MaTepuana
JTUCLUIUIMHBIL, COBEPLICHCTBOBAHME M 3aKPEIUIEHUE HABBIKOB CAMOCTOSTENBHOW paboThl C
JUTEPATypoOi, PEKOMEHIOBAHHOM IIPENOAABATEIIEM, YMEHHME HAaWTH HYKHBIM MaTepual H
CaMOCTOSITEJIBHO  €r0  HCIOJIB30BAaTh, BOCIHUTAHME BBICOKOM TBOPYECKOM AKTHUBHOCTH,
WHULHUATUBBL, IIPUBBIYKM K IIOCTOSSHHOMY COBEpPLICHCTBOBAHMIO CBOMX 3HAaHHUM, K
LEJICYCTPEMIICHHOMY HayYHOMY ITIOUCKY.

KoHTponb caMoCTOSTEbHONH paboThl, SBISETCS Ba)KHOW COCTAaBIIAIONICH TEKYyIIEro
KOHTPOJISI yCIIEBAEMOCTH, OCYLIECTBIIACTCS MPEMNOAABATEIEM BO BPEMs 3aHATHH JIEKIMOHHOTO U
CEeMHMHAPCKOT0 TUIIOB M 00ECIIeYrBaeT OLIEHUBAHHUE X0a OCBOCHUS U3Y4aeMOM JUCIUTUINHBL



BOIIpOCbI AJIA CAaMOCTOATEIBHOI0O U3YYCHU A

1. CtpykTypa ¥ OCOOEHHOCTH JOKYMEHTAIIMOHHOTO 00€CIeUeHUs] TOCYyAapCTBEHHOU M
MYHHIIUITATEHOU CITYKOBI.

2. HopmaTuBHO-MeTOTMUECKast Oaza JIOKYMEHTaIIHOHHOTO o0ecrieueHus
rOCy/IapCTBEHHOW U MYHHUIIUIIATHHON CITYKOBI: 00IIast XapaKTepUCTHKA B CTPYKTYpa.

3. CucreMbl JOKYMEHTAIlMW OPraHOB TOCYJAPCTBEHHONW W MYHHUIIUMIAJIBHON CIYKOBI U
TpeOOBaHUS K HUM.

4. Buasl TOKYMEHTOB OpraHOB TOCYIaPCTBEHHOW W MYHHUITUTIAILHOM CITYKOBI.

5. TpeOoBanmsi K JIOKyMEHTaM, CO3/1aBa€éMbIM OpraHaMH TOCYIapCTBEHHOW U
MYHHIIUITATIEHOU CITY>KOBI.

6. HopmaTuBHO-MeTOMYecKass 0a3a JOKYMEHTHUPOBAHUS JIEATEIBHOCTH  OPTaHOB
roCcy/apCTBEHHOW U MYHULIUIIATHHON CITyKObI: 00111asi XapaKTepUCTHKA, CTPYKTypa TpeOOBaHUH.

7. O0mme TpeOoBaHUs K JOKYMEHTHPOBAHUIO JIEATEIBHOCTH, yCTaHOBICHHBIE [I[paBunamu
JIEJIONPOU3BOJICTBA B (peiepalIbHbIX OpraHax UCIOJHUTENIbHOM BJIaCTH.

8. TpeboBanusa cranmapra I'OCT P 6.30-2003 k odopmieHHIO JTOKYMEHTOB: OOIIas
XapaKTepUCTHKA U CTPYKTYpa.

9. HoBeie TpeboBanus cranaapta 'OCT P 7.0.97-2016 k odopmIiieHHIO TOKYMEHTOB.

10.Tpe6oBanus cranmaptoB 'OCT P 6.30-2003 u 'OCT P 7.0.97-2016 x odopmiieHuro
PEKBH3UTOB JOKYMEHTOB (HAUMEHOBAaHUE OpPraHU3alliH, CIPABOYHBIC TAaHHBIE 00 OpraHU3aIuH,
HAaUMEHOBAaHME BUJIA IOKYMEHTA, AaTa JOKYMEHTA).

IIpumepHbie TeMbl pedepaToB (IOKJIAI0B)

Posb 1 MecTO JOKYMEHTAIIMOHHOTO 00ecreueHus: B paboTe OpraHoB BIACTH.
JIOKYMEHT ¥ €er0 MECTO B COBPEMEHHOM MUPE
CoBpemeHHbIe cTOcOObl U TEXHUKA CO3/1aHUs JOKYMEHTOB.
3HaueHUe TOKyMEHTAIUU B YIIPABICHUYCCKON AESITETLHOCTH.
TexHuueckue cpeacTBa, UCMOJIb3yEMbIE B IEIIOPOU3BOICTBE.
Jlenonpou3BoACTBO KaK (PYHKIIHS YIIPaBICHUS
Ponp cimyxObl JTOKyMEHTAllMOHHOTO OO€CleYeHHs] YIpaBlIEHUS B TOBBIIICHUU
3¢ (heKTUBHOCTH pabOThI YMPABICHUYECKOTrO ammapaTa TOCYAApCTBEHHBIX M MYHHIIHITATBHBIX
OpraHoB.

8. 00630p pa3BuTHs CIIy)0 JOKYMEHTAIIMOHHOTO oOecrnieueHus B Poccum.

9. Hcropus pa3BuTHs AeI0NpPOU3BOACTBa B Poccum.

10. OcHoBHBIC HA3HAYEHUS OPTAHU3AIMOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB.

11. B3auMocCBs3b MPOLIECCOB PErUCTPAIIMN U KOHTPOJIS 3@ UCTIOTHEHUEM JOKYMEHTOB.

12. 3nadeHre HOPMATUBHO-METOINYECKON pEraMeHTAIINH JIEIOIPOU3BOICTBA.

13. 3HaueHue mepevHs JOKYMEHTOB CO CPOKaMHU XpaHEHMsI KaK KIacCHU(UKAIIMOHHOTO
CIIPaBOYHHKA.

14. Homenknatypa fein, ee 3Ha4eHHE U IPUMEHEHUE B IETONPOU3BOICTBE.

15. ®opmMupoBaHHe JeN KaK TEXHOJIOTUYECKAs ONepalysl 1eJI0MPOU3BOJICTBA.

16. Ilpobnema oOecrnieyeHHs] COXPAHHOCTH JOKYMEHTOB B JICIIONPOU3BOJACTBE U
BEJIOMCTBEHHOM apXHBE.

17. TlpaBuna nmpuema u 0OpaOOTKU TMOCTYMAIOIIEH KOPPECMOHACHIINU, UX BIMSHHUE HA
OpTaHHU3AIHIO ABMKCHUS JOKYMEHTOB.

NogakowhE

Pacnpenesnenue camocTosiTe IbHONH padoThI

Bunsl, hopmMbl 1 00BEMBI CAMOCTOATENBHON pabOTHl CTYJICHTOB NPU W3YYEHUH JaHHOU
JUCLUIUIMHBI ONIPEEIISIIOTCA €€ COEPKaHUEM U OTPaXXEHbI B Cleayomei Tadbuume:
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O0BeM caMoCTOATEILHOM
HaunmMmeHoBaHue TeM .
Ne Bua camocrosTe1bHOM padoThI
(pa3neJioB)
n/n padoThI oudHas Gopma OYHO-3a04Has
JTUCIUTIINHLI
o0yueHHsI dopma oOyueHust
1 OCHOBBI IToaroroBska K 22 28
JOKYMEHTAIMOHHOTO ayJTUTOPHBIM 3aHITHSIM,
obecrieueHust paboThI MOJrOTOBKA JTOKJIAI0B,
OpPraHoOB BJIACTH HamucaHue pedeparon
2 OcHoBHble TpeOoBanusa | [loaroroBka k 30 35
K COCTaBJICHHIO U ayJTUTOPHBIM 3aHITHSIM,
o(OpMITCHUIO MOJrOTOBKA JTOKJIAI0B,
JIOKYMEHTOB HamucaHue pedeparon
3 Opranuzanus IToaroroBka k 28 37
JIOKyMEHTO000pOTa ayTUTOPHBIM 3aHSATHSM,
roCyIapCTBEHHOU U IIOATOTOBKA JTOKJIAI0B,
MYHUIIUTIATEHON Harnucanue pedepaTon
CITYKOBI
HUTOI'O: 80 100

8. IlepeyeHb BONPOCOB U THIOBbIE 3aJaHUS 1JIsl IOATOTOBKH K MPOMEKYTOYHOM
aTrecTanuu

8.1. IlepeyeHs BONPOCOB A5 MOATOTOBKH K IK3aMEHY

1. TloHsTHE «J1EIOMPOU3BOJCTBOY, «JOKYMEHTALIMOHHOE 00ECIICUCHHE YIIPaBICHUS.

2. Jlenonpou3BOACTBO KaK (YHKIMS YOpaBlIEHUs, €ro MeCTO CpeAau JpYyrux
yHIpaBIeHYECKUX (QYHKINH.

3. Jlenonpou3BoICTBO KaK CUCTEMA pabOThI C JOKyMEHTaMHU.

4. Tlpenmer, coepkaHue U 3a/1a41 JOKYMEHTAIIHOHHOTO 00€CIIeueHus roCy 1apCTBEHHON
MYHUIIUITAIEHOM CITY>KOBI.

5. OcHOBHBIE CBOMCTBA, (YHKIMH JOKYMEHTA.

6. Knaccudukamus 10KyMEHTOB.

7. HopMaTtuBHas 3aKkoHOJaTeNbHast 0a3a TOKyMEHTAIIHOHHOTO O0ECTICUeHHs YIIPaBICHUS
TrOCYJIapCTBEHHON M MYHHITUTIATHHOM CITY>KOBI.

8. IlpaBoBast OCHOBA JIEIOIPOU3BOJICTBA.

9. HopMaTuBHbIe MpaBOBbIE aKThl B 00JIaCTH HH(POPMAIMOHHO JTOKYMEHTAIlMOHHOTO
o0ecreyeHusl.

10. OcHOBHBIE =~ HOPMATHBHO-IIPABOBBIE W METOAMYECKHE  JIOKYMEHTBl IO
JIeTIOTIPOU3BOICTBY.

11. CrpykTypa 10KyMEHTA.

12. OO6uwmii mopsa0K 0pOpMIICHHUS JOKYMEHTOB.

13. TpeGoranus k opopmieruto qokymeHToB o 'OCT I[IMP «YCI. YCOP.

14. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY.

15. bnanku TOKyMEHTOB U TpeOOBaHUS K HUM.

16. CoctaB peKBH3UTOB JOKYMEHTOB.

17. TpeGoBanus k opopMICHUIO PEKBU3UTOB JOKYMEHTOB.

18. bnaHku JOKYMEHTOB U MOPSAAOK UX OPOPMIICHHUS.

19. Haznauenue 6;1aHKOB JJOKyMEHTOB. Bubl OJ1aHKOB.

20. Cucrtema opraHu3allMOHHON JOKYMEHTAITUH.

21. Cucrema pacnopsAUTEIIbHON TOKYMEHTAITUH.

22. Cucrema nH(pOpMaIMOHHO-CIIPABOYHOM TOKYMEHTALINH.
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23. Cucrema IOKYMEHTAIIUH 110 TUYHOMY COCTaBY.

24. TloHsATHE ¥ PUHIUIIBI OPTAaHU3AINH IOKYyMEHTO000pOTA.

25. TIpoxokaeHre u TOPSIIOK HCITOTHEHHS BXOSIINX JOKYMEHTOB.

26. TIpoxoskIeHue UCXOA[IUX U BHYTPEHHUX TOKYMEHTOB.

27. Peructparmusi JOKyMEHTOB U HH(OPMaIIMOHHO-CIIpaBOYHAas padoTa.

28. CocraBieHHE HOMEHKJIATYPHI Jedl.

29. ®opmupoBanue u 0hOpMIICHUE JE.

30. INoxroroBka u nepenaya JOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

31. B3amMOCBS3b IPOIIECCOB PETUCTPAIIMH U KOHTPOJIS 32 UCTIOJTHEHUEM JOKYMEHTOB.

32. 3HadyeHHE HOPMATUBHO-METOAMYECKON periiaMeHTaIuH IeJIOPOU3BOICTBA.

33. Homenknarypa jgen, ee 3Haue€HHE U IPUMEHECHUE B JICIIOTIPOU3BOICTBE.

34. dopmupoBaHHE e KaK TEXHOJIOTUYECKAs OTepallys J1eJI0MPOU3BOJICTBA.

35. TloHsTHE AIEKTPOHHOTO JOKYMEHTOOOOPOTA B OpraHU3aIIH.

36. O630p aBTOMaTU3UPOBAHHBIX CUCTEM YIIPABIICHUS JOKYMEHTAMHU.

37. IlpaBuia mpuUMEHEHUS AJIEKTPOHHOTO JOKyMEHTOO0OpOTA.

38. Buaw DJ10.

39. IlpaBa u 00s3aHHOCTH COYYAaCTHHUKOB OJJICKTPOHHOTO B3aMMOJICUCTBHUS B cdepe
JOKYMEHTO000pOTa.

40. [TpuHUUIIBI TPU3HAHKS YIEKTPOHHOTO JOKYMEHTO000pOTa, OAMMCAHHOTO ITU(PpOBOi
MOJIMMCKHIO, PABHO3HAYHBIM JJOKYMEHTaM Ha OyMakHOM HOCHUTEIIE.

8.2. TunoBkIe 3aJaHUA A9 OHEHKH 3HAHMI

1. 3adukcupoBaHHas Ha MaTepHAILHOM HOCUTEle WHGOpMAIUsi C PEKBU3UTAMH,
MO3BOJIAIOIIMMU €€ UJIeHTU(UIIUPOBAThH, HA3bIBACTCS:

a) CBEICHUS

0) TOKyMEHT

B) hopmyJLsip

r) OJaHK;

1) TEKCT.

2. JIBukeHre TOKYMEHTOB B OpPTaHM3AIMH C MOMEHTA UX CO3JIaHUs WJIM TOTy4YeHUs 0
3aBEpIICHUS] UCTIOIHEHUS WM OTIPAaBKH HAa3bIBAETCA ...

a) TOKYMEHTO000pOT;

0) TOKYMEHTHPOBAHUE;

B) J€JIONIPOU3BOJICTBO;

T') pEeruCTpaLus JOKYMEHTOB;

1) TOKYMEHTOBEICHUE.

3. CucreMa JOKyMEHTAIIMH MPEACTABISET COOOH ...

a) KOMILJIEKC B3aMMOYBSI3aHHBIX JOKYMEHTOB, CO3JaHHBIA IO €IWHBIM IpaBWIaM U
TpeOOBaHUSAM M IPUMEHSEMBIN B ONpeAeaEHHON cepe nesITeIbHOCTH;

0) siemeHTHI 0hopMIICHHS OPUITHATBHBIX JOKYMEHTOB;

B) TECHYIO B3aMOCBS3b COCTAaBJISIFOIIMX DJIEMEHTOB IOKYMEHTA U €TI0 MOJCUCTEM.

8.3. TunoBble 3a1aHMsA /15 OLEHKU YMEeHUI

3aganmne 1. OCHOBHBIEC IMOJIOKEHUSI TOCYAAPCTBEHHOM IMOJUTHUKU B OOJACTH Pa3BUTHUSA
MECTHOro camoynpanieHus B Poccuiickoii @enepannu 3akperieHbl Yka3om PO ot 1999 1.
Ne 1370 "OO6 ytBepxaeHun OCHOBHBIX TOJOXEHUH TOCYNapCTBEHHOW IOJIMTHKU B OOJIACTH
pa3BUTHSI MECTHOTO caMoyTipaBiieHus B Poccuiickoilt denepanun'.
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3ananue 2. ['ocynapcTBeHHAs MTOJIMTHKA B 00JIACTH Pa3BUTHSI MECTHOTO CAMOYTIPABJICHHS
OCHOBBIBACTCS Ha Poccuiickoi ®denepaunu,
MECTHOTO CaMOYIIpaBJCHHs, OOIIECNPU3HAHHBIX MPUHIMIAX U
MEKIYHApOAHOTO MpaBa, MEXKIyHApOAHbIX foroBopax Poccuiickon denepannu
U HAaXOJWT CBOE BBIPAXKEHHUE B 3aKOHax, 3aKOHaX CyOBEKTOB
Poccuiickoit ®dexepanyyu W HUHBIX HOPMATHBHBIX IPABOBBIX aKTax B 00JAaCTH MECTHOTO
CaMOYIIPaBJICHHUS.

8.4. Tunoekle 3agaHus 1J151 OEHKH HABLIKOB

3apanue 1. Mbopus ropoga N. paboraer Ham pazpaboTkoit CTpaTeruvyeckoro IiaHa
pa3ButHs ropoaa Ha 10-neTHIO mepcrneKTuBy. MHEHHs JKUTENel JOKHBI ObITh YUTEHBI MPH
pa3paboTKe cleHapueB OyIyIiero pasBuTHs Topoaa. Paspaboraiite ankery (MuHumMyMm 10
BOIIPOCOB), KOTOPAst MOMOKET MAPUHU MOJIYUHUTh OT XKHUTEIeH He0OX0AUMYI0 HHPOpPMALUIO 00 UX
OKUIaHUSX U TIPEICTABICHUSIX O Oy IyIeM ropoa.

3aganue 2. CocTraBbTe IEpEeYEHb PEKBU3UTOB, MPOCTABISAEMbIX Ha JOKYMEHTAX B XOJI€ UX
oopMIICHHUS, TIONyYEHUs], JBWKCHUS, TIepeadn, UCTIOTHEHHS, T.€. B JICJIOMPOU3BOICTBEHHBIX
orepanusix, a TakKe IepeyeHb PEKBU3UTOB MJIs BXOIALIMX, BHYTPEHHUX M MCXOJISALINX
JIOKYMEHTOB.

9. IlepeyeHb OCHOBHOIi M 1OMOJHUTEIbHOI Y4eOHOI JIUTepaTypbl, HEOOX0AUMOM
JJISl OCBOCHHS JMCIHUIITHHBI

9.1. OcHoBHas JuTEepaTypa

1. Ky3nenos, U. H. JlokymeHTarmonHoe obecrieueHue ynpasiieHus. JJoKyMeHTOO00pOT
U JICJIONPOU3BOJICTBO : YUeOHMK U IpakTukyM Juis By3oB / M. H. Ky3nenos. — 4-e u3z., nepepad.
u gom. — Mocksa : U3narensctBo FOpaiit, 2024. — 545 ¢. — (Bsicmiee obpazoBanue). — ISBN
978-5-534-16003-1. — TekcT : anekTpoHHbIH // Obpa3oBarenbHas miatdopma KOpaiir [caiT]. —
URL: https://urait.ru/bcode/535548

2. lllysanosa, H. H. Opranuzanus ¥ TEXHOJOTUS JOKYMEHTAI[MOHHOTO OOECTIeueHUs
yIpaBieHUs : ydeOHHK U npakTukyM it By3oB / H. H. lllyBanoBa. — 3-¢ uzn., mepepad. u gor.
— Mockaa : U3natenbctBo FOpaiit, 2024. — 247 c. — (Briciiee o6pa3oBanue). — ISBN 978-5-
534-16537-1. — Texkct : anexTpoHHbIl // O6pa3oBarenbHas matdopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/536968

3. Kysnenos, 1. H. Benenue nenoBoii ToKyMeHTalUK : y9€OHUK U TPAKTUKYM ISl By30B
/ W. H. Ky3nenoB. — 4-e u3., nepepad. u non. — Mocksa : M3natensctBo FOpaiit, 2024. — 259
c. — (Bwicmee obpazoBanme). — ISBN 978-5-534-17003-0. — TekcT : S7AEKTpOHHBIA //
OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/544968

9.2. lonotHUTEBHAS IUTEPATYPA

1. Hoponwmna, JI. A. Opranu3zanus U TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOECIICUCHHUS
YIpaBJICHUS : YYCOHUK U MpakTUKyM 11 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3.,
nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2024. — 270 c. — (Briciiee oOpa3oBanue).
— ISBN 978-5-534-16016-1. — Texcr : anekTponnblii // O6pa3oBarenbHas miatopma KOpaitt
[caiiT]. — URL.: https://urait.ru/bcode/536404

2. bapunosa, E. b. DnekTpoHHbIi apxuB : yaeOHoe mocodue s By30B / E. b. bapunoga.
— Mockaa : U3natenbctBo FOpaiit, 2024. — 166 c. — (Briciiee o6pa3oBanue). — ISBN 978-5-
534-16886-0. — Texkct : anexTponHbi // O6pa3oBarenbHas matdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/544936
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3. TI'poszosa, O. C. JlemompousBoncTBO : yuyebHoe nocodue st By3oB / O. C. I'po3ora.
— 2-e m3a. — Mockaa : M3garenscTBo FOpaiit, 2024. — 131 ¢. — (Bricmiee oOpa3oBanue). —
ISBN 978-5-534-15964-6. — Tekcrt : anextponnsiii / OOpaszoBarenbHas miardopma HOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/539522

10. IlepeuyeHns pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHUKANIMOHHOI ceTH
«HHTEepHeT», He00XOAMMBIX VISl OCBOCHUS JUCHHUILIMHBI M HH(POPMALMOHHBIX
TeXHOJIOT Ui, MCIO0JIb3YeMbIX NPHU OCYIIeCTBIEHNH 00pa30BaTeJIbHOI0 MpoLecca 1o
AUCUMILINHE, BKJIKYAS NepeYyeHb NPOrpaMMHOro odecneyeHuss 1 UHGOPMAMOHHBIX
CIPAaBOYHBIX cHCTEM (IPU HEOOXOTUMOCTH)

1. http://biblioclub.ru — 3BC «YHuBepcuTeTckas OMOIMOTEKAa OHIANHY.

2. https://urait.ru — 3bC «Obpa3oBarenbHas wiathopma KOpaitry.

3. https://elibrary.ru — nayunas snexrpontas 6ubaroreka (HOb) «eLIBRARY.RU».

4. https://student2.consultant.ru -  ommaita-Bepcuss  Koncymsrantllmoc:  CryaeHt
UHPOPMALMOHHOM cripaBouHOM cucteMsl «Koncynprantllnrocy.

5. https://infoselection.ru — O¢urnansHbie CaiThl PaiOHOB MOCKBBI.

6. https://www.mos.ru — Odunmanbheiii caiit Mepa MOCKBBI.

JInieH3MOHHOE POrpaMMHOe ofecnieyeHue:

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apy0exHOE, BO3ME3THOEC);

- Adobe Acrobat Reader (3apyOexHO€, CBOOOTHO PacpOCTPaHIEMOE);

- Koncynpsrantllmoc: «Koncynprantllmoc: Ctynent» (poccuiickoe, CcBOOOAHO
pacrpocTpaHseMoe);

- 7-zip — apxuBaTop (3apyOexHOE, CBOOOHO PaCIPOCTPAHIEMOE);

11. MeToanyeckue peKOMEHAAIUM N0 OPTAHU3ANMU U3YUYEeHUS] TUCHHUILINHBI

Opranuzanus 00pa30BaTEIBLHOTO TPOIECCa PErIAMEHTUPYETCS yYeOHBIM IUIAHOM U
pacrnicanueM y4eOHbBIX 3aHATHI. S3bIk 00ydeHus (Iperno1aBaHus) — pyCCKUH.

I[Ipu  dopmupoBanuM cBoel HMHAUBUAYATbHOH  00pa30BaTENbHOW  TPACKTOPUH
oOyJaromuiics IMeeT MpaBo Ha Mepe3ayeT COOTBETCTBYIOUIUX AUCIMILINH U MPpodeccroHalbHBIX
MOJIyJIel, OCBOEHHBIX B TPOIECCE MPEAMISCTBYIOMIET0 OOYYEeHHs, KOTOPBI OCBOOOXKIaeT
oOyyJaromierocs OT He0OX0AMMOCTH UX TTOBTOPHOTO OCBOCHHSI.

Oo0pa3oBaTe/ibHbIE TEXHOJIOTHHI

VY4eOHbIl mpouecc NpH MPENoJaBaHUU Kypca OCHOBBIBA€TCS Ha HCIOJIb30BAaHUU
TPaIULIMOHHBIX, HWHHOBAIIMOHHBIX M WH(MOPMAIMOHHBIX O00PAa30BATEIBHBIX TEXHOJIOTHIA.
TpagunmonHble 00pa3oBaTeNbHBIE TEXHOJIOTMH IPEACTABICHBbl 3aHATUAMU CEMUHAPCKOro U
JEKIIMOHHOTO TuMa. VHHOBalMOHHBIE 00pa30oBaTEeNbHBIE TEXHOJOTUU HCIONB3YIOTCS B BHJIE
HIMPOKOTO TPUMEHEHUS aKTUBHBIX M HWHTEPAKTUBHBIX (OPM MPOBEACHUS 3aHATUM.
Nudopmannonnsie  00pa3oBaTeNbHbIE TEXHOJOTHUU  PEATH3YIOTCS IMyTEM  AaKTUBU3AIUU
CaMOCTOSITEIbHON pabOTHI CTY/IEHTOB B MH(OPMAIMOHHON 00pa30BaTEILHOM Cpeie.

3aHATHSA JIEeKIMOHHOTO THIIA

JIeKMOHHBI Kypc TMpeArnoyiaraeT CHUCTEMaTU3UPOBAHHOE U3JI0KEHHE OCHOBHBIX
BOIIPOCOB y4€OHOTO IJIaHA.

Ha nepBoii nekuuu gexktop 00s3aH NpeaynpeanTb CTyASHTOB, IPUMEHUTENBHO K KAKOMY
6a3oBoMy yueOHUKY (yueOHUKaM, y4eOHBIM MTOCOOHIM) OyAET MPOYUTaH KypC.

JlekMoOHHBIN KypC TODKEH J1aBaTh HAMOOIBIIHK 00heM HH(GOPMAITUU U 00eCTIeYnBaTh
Oosee rry0OKOe TOHMMAaHKE YUYeOHBIX BOIIPOCOB MPU 3HAYUTEILHO MEHBIIEH 3aTpaTre BPEMEHH,
4yeM 3T0 TpedyeTcsi OOJBIIMHCTBY CTY/IEHTOB Ha CAMOCTOSITENIbHOE U3yUEHUE MaTepraa.
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3aHATHS CEMMHAPCKOI0 TUIIA

CemuHapckue (MPaKTHUCCKUE) 3aHITHS MIPEICTABIISAIOT COOO0M ETATH3AIHMIO JIEKIIHOHHOTO
TEOPETHYECKOr0 MaTepuaja, MPOBOIATCA B LENAX 3aKpPEIUICHUS Kypca M OXBAaThIBAIOT BCE
OCHOBHBIE Pa3JIEIbl.

OcHoBHOM (opMOI TIpOBEIEHUS CEMHUHApPOB M TPAKTUYCCKUX 3aHITHH SBISETCS
oOcyxeHue HamOojee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBHBIM TeMaM, a TaKke
pelieHye 3aaad U pa3dop MPUMEPOB M CUTyallMd B ayJIWTOPHBIX YCIOBUAX. B oOs3aHHOCTH
MpenoiaBaresis BXOAAT: OKa3aHHEe METOJUYECKON MOMOIIU U KOHCYJIbTHPOBAHUE CTYACHTOB I10
COOTBETCTBYIOIIIUM TEMaM Kypca.

AKTUBHOCTb Ha IPAKTUUYECKUX 3AHITHUSIX OLEHUBACTCS MO CIACAYIOIMIUM KPUTEPUSIM:

— OTBETHI Ha BOIMPOCHI, MIPEAJIaracMble MpernogaBaTeseMm;

— y4acTHe B IUCKYCCHSX;

— BBIIIOJIHEHUE MPOEKTHBIX U UHBIX 3aJaHUK;

— aCCHUCTHpOBAHUE MPENOIABATEIO B IPOBEICHUH 3aHATUN.

Joxnaasl 1 ONMNOHUPOBAHUE JTOKJIAZO0B MPOBEPSIOT CTENECHb BJIAJCHHUS TEOPETUUYECKUM
MaTepHalIoM, a TaK’Ke KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUN.

OueHnBaHuE TPAKTUYECKUX 33/IaHUN BXOAUT B HAKOIUICHHYIO OLICHKY.

CamocTosiTesibHasi padoTa 00yYarOImMXcst

CamocTtosTenpHas paboTa CTYJEHTOB — 3TO MPOIECC AKTUBHOTO, IIEJIEHANIPABICHHOTO
NpUOOpETEeHUs] CTYACHTOM HOBBIX 3HaHUM, yMEHHH 03 HemocpeICTBEHHOro Yy4acTus
MpernoaaBaTelis, XapaKTepU3yIOIIMCcS TMPEAMETHON  HAmpaBICHHOCTHIO, A((HEKTHUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JESATEIbHOCTH 00y4aroIIerocs.

Lenu camocTosTENEHON PaOOTHI:

— CHCTEMAaTHU3alus M 3aKPEIUICHHE MOJYYEeHHBIX TEOPETHUYECKUX 3HAHUM U MPAKTHUYECKUX
YMEHHUH CTYJEHTOB;

— yriyOJieHre U paclIMpeHUe TEOPETUYECKUX 3HAHMUIA;

— (¢dopMHpOBaHHE YMEHUH HCIOJIB30BaTh HOPMATHUBHYIO U CIPaBOYHYIO JOKYMEHTAIHIO,
CIELUUATIBHYIO JTUTEPATYPY;

— pa3BUTHE MO3HABATEILHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYJIEHTOB, OTBETCTBEHHOCTH H
OpraHU30BaHHOCTY;

— (GOpMHPOBaHHE  CaMOCTOSATEIHHOCTH  MBINUICHHUS,  TBOPYECKONH  WHHIIMATHUBHI,
CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHHIO M CAMOpPEaIN3alluu;

— Ppa3BUTHUE UCCIIEI0BATEIbCKUX YMEHUN U aKaIEMUYECKUX HABBIKOB.

— CamocrosiTenbHass paboTa MOXKET OCYIIECTBISATHCS HMHAWBUIYANbHO WIM TpPyHIaMH
CTYJICHTOB B 3aBUCUMOCTH OT 1€/, 00beMa, YPOBHS CI0KHOCTH, KOHKPETHON TEMAaTHKH.
TexHomnorust  opraHu3alid  CaMOCTOSITENIBHONM  pabOThl  CTYJEHTOB  BKJIIOYAET

UCIIOJIb30BaHNE MH(POPMAIIMOHHBIX M MaTEePHATbHO-TEXHHUYECKUX PECYpCOB 00pa30BaTEIBHOTO
YUPEKICHUS.

[Tepen BIONTHEHHEM O0YYAIOIIMMHUCS CaMOCTOSITENILHOM pabOThI MPENoaBaTellb MOKET
IIPOBOJIUTH NHCTPYKTAX IO BBIIOJTHEHUIO 3a1aHMsl. B MHCTpyKTaXk BKIIOYAETCS:

— LEJb U CoJep KaHUe 3aJaHus;

— CPOKH BBIIOJIHEHNS,

— OPHUEHTHPOBOYHBIA 00bEM PaOOTHI;

— OCHOBHBIC TPeOOBaHUS K pe3yabTaTaM pabOThl U KPUTEPUH OLICHKH,

— BO3MOJKHBIC TUITMYHBIC OLITUOKY MPHU BHIMOTHEHHH.

HHucTpyKTax MpoOBOIUTCS MpernojaBaTesieM 3a cueT 00beMa BPEMEHH, OTBEJECHHOTO Ha
W3Yy4YeHUE JUCIUTUINHBIL.

KoHnTponb pe3ynbTaToB  caMOCTOSATENbHOW PabOTHI CTYAEHTOB MOXET IMPOXOJIUTH B
MUCHbMEHHOM, YCTHOM WITM CMeIIaHHOoU (opme.

CTyAeHTbl AOMKHBI MOIXOIUTh K CaMOCTOSITENbHONM paboTe Kak K HauBakHeHIemy
CPEICTBY 3aKPEIUICHUS U Pa3BUTHsI TEOPETUUECCKUX 3HAHUMU, BHIPAOOTKE €IUHCTBA B3TJISI0B Ha
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OTJIENIbHBIE BOIPOCHl Kypca, TMPUOOPETCHHsI OMPEICICHHBIX HABBIKOB W HCIOJb30BAHUS
npodeccuoHaIbHON TUTEPaTyphI.

[TomereHust mJii CaMOCTOATENbHON pabOThl OOYYAIOIIMXCS JOJKHBI OBITh OCHAICHBI
KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYeHHS K ceTh «IHTepHeT» 1 obecrieueHneM
JIOCTYTIA B 3JIEKTPOHHYIO HH(OPMAIITHOHHO-00pa30BaTEIbHYIO Cpely OpraHu3aIiy.

[Tpu camocTosTepHON TPOPabOTKE Kypca 00ydaronuecs JOKHBIL:

— TpOCMaTpPUBATh OCHOBHBIE ONPEEICHUS U (DAKTHI;

— TMOBTOPUTH 3aKOHCIIEKTUPOBAHHBIA HA JEKIIMOHHOM 3aHSITUU MaTepual U JIOMOJIHUTD

€ro ¢ y4eTOM PEKOMEHOBAaHHOM 110 JJaHHOM TEME JINTEPaTyphl;

— U3YYUTh PEKOMEHIOBAaHHYKO JIUTEPATYpy, COCTABIATh TE3HUChl, AHHOTALHMU U

KOHCIIEKTHI Han0oJjiee BaKHLIX MOMEHTOB;

—  CaMOCTOSITEJILHO BBINOJIHATH 33/IaHUSI, aHAJIOTUYHbBIC MPEIJIaraeMbIM HA 3aHSITHUSAX;

— HCIIOJB30BAaTH JIJIsl CAMOTIPOBEPKH MaTepraibl POHIa OIIEHOYHBIX CPECTB;

—  BBINOJIHATH JIOMAIIIHUE 33JJaHUSI IO YKA3aHUIO MPEno1aBaTelsl.

Pexomenganuu no o0y4yennio HHBAJIUA0B U jul ¢ OB3

OcBoeHne MUCHMIUIMHBI HHBaNMUAamMu U JunamMu ¢ OB3 mMoxkeTr ObITh OpraHn30BaHO Kak
COBMECTHO C JPYrUMHU OOydYalolIMMHCA, TaK W B OTHENbHBIX TIpynmnax. [Ipenmomaratorcs
CHelMalIbHbIC YCIOBUS IS MOJTydeHus oOpa3zoBaHus nHBaIMamMu u auiamu ¢ OB3.

[Tpodeccopcko-nienarornyeckuii coctaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3NOIOTUYECKUMU
0COOCHHOCTSIMU 00y4Jaromuxcss uHBaIuAoB U null ¢ OB3, uHAMBUAYyaTbHBIMU MPOTPAMMaMU
peabunuTanuu  WHBaIUAOB (mpu Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEIbHAS TONJCPXKKA TMPENOoJaBaHUsl THIOTOPAMH, TIICHUXOJIOTAMH, COLHUAIbHBIMU
pabOTHUKAMU, POLIEIIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cooTBeTcTBHM C MeTOANYECKMMHU peKoMeHAanusMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpEeIonaraeTcsi HCIOIb30BaTh COIMUAIBLHO-aKTUBHBIC W
pedIeKCUBHBIE METOIbl OOyUYeHUS, TEXHOJOTHMH COLMOKYJIBTYPHOH peaOWINTAllUd C IIENBIO
OKa3aHHs MOMOIIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXINYHOCTHBIX OTHOUICHHH C APYyTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAara B CTYICHYECKOH TpyTIie.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCS C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3TUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C UCIOIB30BaHUEM CIEIIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMALIMOHHBIX CHCTEM.

Menana-mMaTepuanbl TakKe CIEAYeT WCIONb30BaTh H  aJalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOCHHOCTEH 00ydeHust nHBau10B 1 juil ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBamugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCIIOJIb30BAaHUEM CPEJICTB OOyYEHHMsI OOIIETr0 W CICIHAIBHOIO Ha3Ha4YeHHs (MIEPCOHAILHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOE OOECTeueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HY>KJaM WHBaIHUI0B U Jinil ¢ OB3.

dopma MPOBEACHUS ATTECTAlMM Ui CTyJACHTOB-MHBanuioB u Jymn ¢ OB3
YCTaHABIIMBAETCS C YUYETOM MHAUBHIyaIbHBIX IICUXO0(PHU3NYECKIUX 0COOCHHOCTEH. J{J151 MHBATHA0B
u qur ¢ OB3 mpemycmarpuBaeTcst qoctymHas (Gopma TpeaocTaBlIeHUS 3aJaHUN OLEHOYHBIX
CPEICTB, @ UMEHHO:

— B I[IEYaTHOMW WJIM AJIEKTPOHHOMU (hopme (IUIsl JIUIl C HApYIIEHUSIMU OMOPHO-BUTATEIHLHOTO
amnrmnapara);
— B mTeyaTHOH (¢opmMe WM DJIEKTpOHHOH (opMe ¢ yBETUUYEHHBIM HIPUPTOM U

KOHTPACTHOCTBIO (IUIsI JIUI] C HAPYLICHUSIMU CITyXa, peUH, 3pEeHus);

— METOJIOM YTEHHsSI aCCUCTEHTOM 3aJIaHusl BCIYX (U1 JIHI] C HApYLICHUSIMH 3PEHUs).

CryneHTaM ¢ MHBaIUMIHOCTHIO M junaM ¢ OB3 yBenuuuBaeTcs BpeMsi Ha MOJATOTOBKY
OTBETOB Ha KOHTPOJBHBIC BOMIPOCHL. [[JIsl TAKUX CTYACHTOB MpeayCcMaTprUBaeTCs JOCTymHas (hopma
MPEIOCTaBICHUSI OTBETOB Ha 33/1aHUS, 3 UMEHHO:
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— TNHCBMEHHO Ha Oymare wid HabOpOM OTBETOB Ha KOMIbIOTEpe (VIS JIUI] C HApYIICHUSIMHU
clIyxa, peun);
— BBIOOPOM OTBETa W3 BO3MOKHBIX BAPUAHTOB C UCIOJIB30BAaHHEM YCIYT acCHUCTEHTa (IJist
JIMIL ¢ HAPYLIEHUSMHU OIOPHO-/ABUraTeIbHOIO aliapara);
— YCTHO ([uIs JIML C HAPYLIEHUSMH 3PEHUS, OTIOPHO-IBUTATEJILHOTO annapaTa).
[Tpu HeoOxoauMocTH Uit 00yUaIOMIMXCsl ¢ MHBATUAHOCTBIO U null ¢ OB3 mporenypa
OLIEHUBAHMsI PE3YyJIbTATOB 00YUYEHUS MOXKET IIPOBOJUTHCSA B HECKOJIBKO ATAIOB.

12. Onucanue MaTepuaJIbHO-TEXHHUYECKOI 0a3bl, HEOOXOUMOM 1A
OCYILeCTBJIEHHA 00Pa30BATEJIBLHOIO MpoLecca mo JUCHUILINHE

YuyeOHasi ayauTOpMs, TpeJHA3HAYCHHAs [UIA TPOBEACHHS Y4YeOHBIX 3aHATH,
MPEAYCMOTPEHHBIX  HACTOSIIIEH  pabouell  mporpaMMo  JIUCHMIUIMHBI,  OCHAIlCHHAas
O60py,Z[OBaHI/IeM 1 TCXHUYCCKUMHU CPCACTBAMUA OGy‘-IGHI/I}I, B COCTAaB KOTOPbIX BXOAAT. KOMIIJICKTBI
CIeIUATM3UPOBAaHHON y4eOHON MeOenu, JOoCKa KIIacCHAasl, MyJbTUMEIUUHBINA MMPOSKTOP, IKPaH,
KOMIIBIOTCP C YCTAHOBJICHHBIM JIMIICH3WOHHBIM ITPOrpaMMHbBIM OGCCHC‘IGHHGM, C BBIXOI0OM B CCTh
«/IHTEepHET» U AOCTYIIOM B 3JIEKTPOHHYIO0 HHPOPMAIIMOHHO-00Pa30BaTEIbHYIO CPEay.

IHomemenne 1Jis1 cCaMOCTOSATEILHOM Pa00THI 00y4AKOIINXCS — Ay IUTOPUSI, OCHAILIEHHAS
CIIEIYIOIMMM 000PYJOBaHUEM U TEXHUYECKUMU CPEACTBAMM: CIIeUaIN3UpOBaHHAs MeOenb AJis
IpenoiaBaTess U 00yJaromuxcs, 10cka yuyeOHas, MyJIbTUMEIUHHBIN TPOSKTOP, IKPaH, 3BYKOBbIE
KOJIOHKH, KOMIBIOTEp (HOYTOYK), MEepCOHAIBHBIE KOMIBIOTEPHI Uil pabOThl 00yYaromuxcst ¢
YCTaHOBJICHHBIM JIMIICH3WOHHBIM ITPOTrpaMMHBIM OGGCHG‘-IGHI/IGM, C BBIXOJ0OM B CCThb ((I/IHTepHeT»
U JIOCTYTIOM B 3JIEKTPOHHYI0 HH(POPMAITMOHHO-00pa30BaTEIbHYIO CPEay.
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