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1. Ieau ocBOeHHUS M CUMILTHHBI
Henvto ocBoenust aucuuiuinabl (Moxyiisi) Bb1.B.23  JlokymeHTanmoHHoe oOecniedyeHue u

ACJIOIIPOU3BOACTBO B TOCYAAPCTBCHHOM M MYHHMIIUIIAJIBHOM VIIPABJICHHHN SABJISICTCA HpI/IO6peTeHI/Ie

CTYICHTaMH TEOPETHYECKHX W TPAKTUYECKHX 3HAHWH K O(GOPMIECHHIO M COCTaBICHHWIO OPTraHHW3alMOHHO-
PacTopsIINTENbHBIX JOKYMEHTOB KaKk 0a30BOMY IIPOIIECCY B PeaIH3aly BCEX YIPaBICHUECKNX (PyHKIINH.

3agaun:

* [03HAKOMUTb CTYJEHTOB C CHCTEMOH COBPEMEHHOIO TOCYJAapCTBEHHOIO PpEryJUPOBAHMUS
JEIIONPOU3BOJICTBA;

*  M3YYUTH OCOOCHHOCTH O(OPMIICHHUS Pa3TUYHBIX BUAOB JOKYMEHTOB JAEJIOBOTO OOIIECHHUS.

* BBIpa0OTaTh MPAKTHYECKHWE HABBIKM IS O(GOPMIICHHS OPTaHM3AaLMOHHO - PaCHOPSAMTEIHHBIX
JIOKyMEHTOB U HAaIIUCAHUS JEJIOBBIX TUCEM

2. Mecrto nucuuninnsl B ctpykrype OITIOII 6akanaspuara
Hucuummaa  b1.B.23 «JloKyMeHTAIlMOHHOE oOecleueHne U JIEJOINPOU3BOJACTBO B

ToCyaAapCTBCHHOM W MYHUIIMIIAJIBHOM VIIPABJIICHUH)» OTHOCUTCA K BapHaTI/IBHOI;'I yactu bioka 1

«ucrumumaet (Moaynn)» y4eOHOTO IIaHa.
B cooTBeTcTBUYM C Y4EOHBIM IIIAHOM MEPUO]] O0yUYEHUS IO AUCIHILTUHE — 4-i cemecTp.

HucuuiuinHa «J{oKyMeHTallMOHHOE 00ecrieueHue U JEJIONPOU3BOJICTBO B TOCYIAPCTBEHHOM U
MYHUIIUTIAIFHOM YIPaBICHUW» B cuily 3aHuMaemoro el mecra B ®I'OC BO, OIIOIT BO u yuebHoM
IUIaHE 10 HamnpasiieHuto noarotoBku 38.03.04 T'ocymapcTBEHHOE M MyHHUIMIAIBHOE YIIPaBIICHUE
MPEe/IoiaraeT B3auMOCBS3b C APYTUMH N3Y4aeMbIMU JIUCIHUTLTUHAMU.

B kadecTBe «BXOIHBIX» 3HAaHWUU JUCHHUILTUHBI «JlOKyMEHTAIlMOHHOE OOecCIedYeHue |
JIEJIONPOU3BOJICTBO B T'OCY/IAPCTBEHHOM M MYHUUHUIIAIBHOM YIPAaBJICHUHW» HCIOJIb3YIOTCS 3HAHUA U
YMEHHsI, TIOJy4YeHHBbIC O0yUYaIONUMUCS MPU U3YUYCHHUH IUCHUILIUH BBeneHue B nmpodeccHOHATBHYIO
NeATeIbHOCTh, OCHOBBI TOCYJaPCTBEHHOTO M MYHHUIIMIIAIBHOTO YIIPABICHUSI.

HucuuiuinHa «J{oKyMeHTallMOHHOE 00ecrieueHue U JEJIONPOU3BOJICTBO B TOCYIAPCTBEHHOM U
MYHHULMIIAJBHOM YIPABICHUM» MOXET SBIATHCA NPEIUIECTBYIOLIEH IPU M3YYEHUM TUCLUIUINH
Teopust opranuzauuu, Meroabl NPUHATUS YIpaBIEHUYECKUX pelieHnid, OCHOBBI yIpaBlICHUS
4eJI0BEYECKUMU pecypcamu, [[enoBbie KOMMYHUKALINH.

3. Pesyabrarel  ocBoeHusi  AucHuiiMHbL  (Moayasi)  B1.B.23 «J/lokyMeHTanuoHHOe
olecrieyeHue U 1eJ10IIPOM3BOICTBO B FOCYAAPCTBEHHOM M MYHMIIMNIIAJILHOM YIIPABJICHUN

[Tporiecc wm3ydeHUs MAUCHUIUIMHBI HampaBieH Ha (QOPMHUPOBAHUE 3JEMEHTOB CIEIyIOIINX
koMmneTreHIui B coorserctBuu ¢ ®I'OC BO 1o nanHOMY HanpaBlIEHUIO:

Koa HaumenoBanue NHaukaTop J0CTHKEHUS B pe3yabTaTte ocBoeHMs
KOMNeTeHIH KOMIIeTEeHIIUH KOMIeTeHINU JUCHUNITHBI
(3aKkpenyieHHblil 30 OUCYUNTUHO) o0y4aromuiics 10J15KeH:
VK-4 Criocoben YK-4.11-1. BeiOupaer Ha 11-1.3-1. 3naeT HOpMBI YyCTHOMU
OCYILECTBIIATh TOCYJapCTBEHHOM sI3bIKE PD 1 [ped, IPUHSTHIC B
JIETIOBYO WHOCTPaHHOM(-BIX) SI3BIKaX npodeccruoHanbHON cpee
KOMMYHUKAIIUIO B KOMMYHUKATUBHO IIPUEMIIEMBIE 1-1.V-1. Ymeer BeIOHpaTh
YCTHOHM M MMCBMEHHOM | CTHJIb M CPEJCTBA B3aMMOJIECHCTBHS |CTHJIb OOIIIEHHS Ha




¢dopmax Ha
rOCyJapCTBEHHOM
si3pike Poccuiickoi
denepanuu u
HHOCTPaHHOM(BIX)
s3bIKe(ax)

B OOIIEHUH C JETOBEIMHU
napTHepaMu

rocy1apcTBEHHOM si3bike PD u
MHOCTPAHHOM SI3bIKE
[IPUMEHUTENBHO K CUTYallUH
B3aHMOICUCTBHUS

VK-4.1-2. Bener nenoByro
MEPENUCKy Ha TOCYJapCTBEHHOM
s3piKe PO 1 mHOCTpaHHOM(-BIX)
A3BIKAX

1-2.3-1. 3HaeT HOpMBI
[IICbMEHHOMN peuu, IPUHATHIE B
MpogeccoHanbHO cpese
N-2.V-1. YMmeer BecTu
NIeTIOBYIO MEPEMUCKY Ha
rOCy/1apCTBEHHOM si3bike PD
/M HWHOCTPAHHOM SA3BIKE

VK-4.1-3. Ucnosb3yeT quanor s
COTPYJIHUYECTBA B COLUAJILHON U
npogeccruoHanbHO cdepax

-3.V-1. Bnageer HopMamMu u
MOJCIISIMHA PEICBOTO
MMOBEJCHUS IPUMEHUTEIHHO K
KOHKPETHOH CUTyaluu
AKaJIEMUYIECKOTO U
npodecCHoHaTBFHOTO
B3aMMOICHCTBHS

11-3.V-2. YMeeT BICTpauBaTh
MOHOJIOT, BECTU JUAJIOT U
MTOJIMIIOT C COOTIOICHUEM HOPM
[PEUCBOTO ITHUKETA,
ApPryMEHTHPOBAHHO OTCTAUBATh
CBOM TIO3UIINH U UJEU

1IK-4

Cnocoben BecTr
JIEJIOTIPOU3BOACTBO U
JIOKYMEHTO00O0POT B
opraHax
rocy1apCTBEHHOH
Bilactu Poccuiickoit
denepaunu, opraHax
BIIACTH CYOBEKTOB PO,
opraHax MECTHOTO
caMOyYTIpaBJICHUS,
TOCYJIapCTBCHHBIX H
MYHHIUTATBHBIX
OPEINPUATHAX U
YUPESIKICHHSIX,
HAYYHBIX U
00pazoBaTenbHBIX
OpraHu3aNusiX,
MOJUTHYECKUX
MapTUsx,
001I1eCTBEHHO-
MOJUTHYECKHUX,
KOMMEPYECKUX U
HEKOMMEPYECKHX
OpraHU3aMHIX

IIK-4. 1-1. 3naet noHsTHE, I[CIIH,
3aJauy NPUHIIUIIBI
JIeNIOTIPOU3BOJICTBA U
JIOKyMEHTO000pOTa B OpraHax
roCy1apCTBEHHOM BJacTU
Poccuiickoit @enepanuu, opraHax
roCy1apCTBEHHOM BlaCcTU
cyowsekToB Poccutickoit
®denepanuu, OpraHax MECTHOTO
CaMOyTIPaBJICHHUS,
roCyAapCTBEHHBIX U
MYHUIIUTIAJIBHBIX MIPEANIPUATHAX U
YUYPEKIECHUAX, HAYYHBIX U
00pa30BaTeIbHBIX OPraHU3aANNIX,
IMMOJIMTUYCCKUX MaAPTUIX,
OOIIECTBEHHO- MOJUTHYCCKUX,
KOMMEPYCCKUX U HCKOMMEPUCCKUX
OpraHu3anuax; - OCHOBHBIC ITOHATUS
JAOKYMCHTAallMOHHOI'O obecrieueHus
yapaBJICHUA; CHUCTEMBI
JAOKYMCHTAalIMOHHOI'O oOecrieueHus
yHOpaBIeHHS; KiIacCH(PHUKAIHIO
JOKYMCHTOB U UX BUIBI,
TpeOOBaHUS K COCTABICHUIO U
0(hOPMIICHUIO TOKYMEHTOB;
OpraHHU3alHI0 JOKyMEHTO000pOTa:
nmpueM, 00padoTKa, perucTpamus,
KOHTPOJIb, XpaHCHUEC JOKYMCHTOB,

11-1. 3-1. 3naer

OCHOBHBIE PEKBU3UTHL

o opMICHUS
TIeTIOIPON3BOJICTBA U
TOKyMEHTO000pOTa B OpraHax
rOCy1apCTBEHHOM BJIacTH
Pocculickoit enepanuu,
OpraHax rocyJapCTBEHHOU
BiacTH CyOBpekTOB Poccuiickoit
denepanuu, opraHax MECTHOIO
CcaMOyTIPaBJICHHA,
rOCYIapCTBEHHBIX U
MYHUIIUTTAJIBHBIX
MPEANPUATHAX U YUPEKICHUAX,
HAay4YHBIX U O6pa3OBaTeJII)HI)IX
OpraHusanuiax, NOJUTUUICCKUX
MapTUsIX, 00IECTBEHHO-
TMOJIUTUYCCKUX, KOMMEPUYCCKUX
1 HCKOMMEPUYCCKUX
OpraHu3aluAgX

U-1. V-1. Ymeer opopmiaTe u
MIPEACTaBJIATh PE3YJILTATEL B
[paMKax OCYIIECTBIICHUS
TOKyMEHTO000pOTa B OpraHax
rOCy1apCTBEHHOM BJIacTU
Pocculickoit enepanuu,
OpraHax rocyJapCTBEHHOU

Bnactu cyOnpexToB Poccuiickoit




HOMEHKJIATypa JeJT; NCTOPHYECKHe
3Tans! GOPMHUPOBAHUS

" HAIIpaBJICHUS Pa3BUTHUA
COBPEMEHHON MPAKTUKH
JAOKYMCHTAalIMOHHOI'O obecrieueHus
YHIpaBJICHHUS.

Denepanuu, OpraHax MECTHOTO
caMOyTIPaBJICHHA,

JAUCHUITIIINHBI, OCHOBHBIC TCHACHIIMNUTOCYIaPCTBEHHBIX U

MYy HHUITATIATbHBIX
[PENIPUITUSAX U YUPESIKICHHSIX,
HAy4YHBIX 1 00pa30BaTEIbHBIX
OpraHU3aLHUsIX, TOTUTHIECKUX
MapTHsax, 0OIIeCTBEHHO-
MOJUTUYECKUX, KOMMEPUYECKHX
1 HEKOMMEPUYECKUX
OpPTaHN3aALNAX

H-1. B-1. Bnaagetrs HaBEIKAMH
1 CTIOCOOHOCTAMU O(hopMITCHIS
1 TIPEICTaBICHIS PE3yIbTaTOB
B paMKax OCYIIECTBICHHUS
TOKyMEHTO000pOTa B OpraHax
rOCy1apCTBEHHOM BJacTH
Pocculickoit @enepanun,
OpraHax rocyJapCTBEHHOU
BIIACTH CYOBEKTOB Poccuiickoit
denepanuu, opraHax MECTHOIO
caMOyTIPaBJICHUA,
rOCyIapCTBEHHBIX U

MYy HHUITAITATbHBIX
[PENIPUITUSAX U YUPESIKICHHSIX,
HAy4YHBIX 1 00pa30BaTEIbHBIX
OpraHU3aLHUsIX, TOTHTHIECKUX
MapTHsax, 0OIIeCTBEHHO-
MOJUTUYECKUX, KOMMEPUYECKHX
1 HEKOMMEPUYECKUX
OpTraHN3aLUAX

4. Ctpyktypa u cojaep:kanue aucuumanubl (mMoaynsi) bBb1.B.23 «/lokyMeHTallMOHHOE
o0ecrneyeHue H JeJIONMPOU3BOJCTBO B rOCYIaPCTBEHHOM M MYHUIIUNIAJIbHOM YIIPABJIEHUMN

4.1. CTpyKTypa JUCHUIJIMHBI (MOIYJIA)
OO01mas TpyA0€MKOCTh JTUCIUTUTHHBI COCTABIISET 7 3a4eTHBIX enuHull, 252 Jaca.

Ne
n/n

HaumeHoBaHue pa3esioB U TeM
JMCHUNJIMHBI (MO1YJIfA)

CaMOCTOATEJIBbHYIO paﬁoTy CTYACHTOB U

Buabl yueOHoOM padoThl, BKIIOYas @opMBbI TEKYILIEr0 KOHTPOJIA

TPYAOEMKOCTH (B 4acax)

KonTakTHas pa6ora| CamocTosiTe1bHA

s paboTta

yCIeBaeMOCTH (1o Hedenam
cemecmpa)
DopmMa NPOMEKYTOYHOMH
arTecTaluu (no cemecmpam)

Bcero

IIpakTueckue 3aHATUA
JlabopatopHble 3aHATHUS

Jp. BUIBI KOHTAKT. PaOOTHI
Kypcosast paboTta(poexr)
IloaroroBka K 3K3aMeHy
Jpyrue Buibl caMOCTOATENbHON

Jlexiiun

Bcero

pabdoThI
CoblecenoBanue

IIpoBepka KOHTPOJBH. paboOT
KypcoBas paboTa (TpoeKT)

IIpoBepka scce 1 MHBIX
ap.

KonnokBuym
IIpoBepka TecToB
IIposepka pedepara
TRANUACKUY NAaANT




. Tema 1. lokxymentupoBanue |10 |6 |4 4 22
YIIPaBJIEHYECKON
JESITEIbHOCTH

. Tema 2. Knaccuduxamus 8 |4 |4 4 22
JOKYMEHTOB ¥ HOPMAaTHBHBIE
MaTepHabl 10|
JNOKYMEHTUPOBAHUIO Y /]

- [Tema 3. PexBu3uthl 16 | 8 |8 6 23
ouIMaNbHBIX TOKYMEHTOB U
npaBuia X ohOpMIICHUS

- [Tema 4. Bunpl 651aHKOB H 8 14 |4 4 22
TpeOOBaHUS K HUM
. Tema 5. IlpaBuna opopmienus 12 | 6 | 6 6 22
OCHOBHBIX BHUIOB JOKYMEHTOB
OPJ1
- [Tema 6. ®opMupoBanue u 8 14 |4 4 22
BeJIEHNE JOKyMEHTO000pOTa B
OpraHu3alnu
- [Tema 7. Opranuzanus 8 |4 |4 5 22
OIEPATUBHOI'O XPAHEHUA
JTOKYMEHTOB
Kypcosas paboma (npoexm) +
Iloozomoska k sK3ameHy 27 27
OO61as Tpy10eMKOCTh, B yacax | 70 | 36 | 34 182 27 | 155 | IIpomexyTouHas aTTecTalys
®dopma
252 qaca 3auer

3a4eT ¢ OLEHKOM

DK3aMeH 27

4.2. Conepxanue aucuuiuidabl (moayisi) B1.B.23 «/lokyMeHTanuoHHOe o0ecneyeHue H
AeJIONPOU3BOJACTBO B rOCYIaPCTBEHHOM M MYHUIIUNIAJIbHOM YIIPABJICHUM)

HanmeHnoBaHue TeMbl
Conep:xanue TeMbl (pa3aesa)

(pa3nena)
2 3
Tewma 1. Hctopus nenonpoussoacrsa B Poccun. [Ipenmer, conepxxanue u
JlokyMeHTHpOBaHHE 3agauu kypca. JlokymentupoBanue. OCHOBHBIC IMOHSATHS U ONIPEICIICHUS:
YUPaBJICHICCKON JIOKyMEHT, J€JIOIPOM3BOACTBO, JOKyMEHTAIIMOHHOE 00ECIICUEHUE
NeATEeNbHOCTH

yIpaBJIeHUs, JOKYMEHTOOOOPOT, peKBU3UTHL. JJOKyMEHT U HH(OpMAIIHSL.
®opmynsap aokymenTta. FOpunuueckas cuia 1oKkyMmeHTa. Bun nokymenra.
Cucrema qOKyMeHTalMU. Y HUPHUKALUS U CTAaHAAPTU3AIMS TOKYMEHTOB.




HanmeHoBaHMe TEMbI

Ne Coaepxxanue Tembl (paszaesia
(pasnesia) P (P )
1 2 3
Tema 2. Knaccuduxanus | Bunsl 1okymeHToB U ux kinaccuduxanus. Lens knaccuduxammu. [1o
AOKYMCHTOB 1 HAaUMEHOBAHMUIO, IO CIIOCO0Y (PUKCAINH, IO CTEIIEHHU CII0)KHOCTH, I10
HOPMATHBHBIC CTENEHU IIACHOCTH, 110 IOPHAMYECKOM CHIIE, IO IPOUCXOKACHHUIO, 110
2. | MmaTepuabl o
CpOKax XpaHEHHUS.
JOKYMEHTUPOBAHUIO Y J] .
HopmartuBHble MaTepuaisl 110 JOKYMEHTHPOBAHHUIO YIIPABIEHYECKON
JEATEIIHOCTH. 3aKOHOATENBLHOE PETYJIMPOBAHHUE JIETIONPOU3BO/ICTBA.
Tema 3. PexkBU3UTHI 30 OCHOBHBIX PEKBU3UTOB O(HUIMATIBHBIX JOKYMEHTOB U IPAaBUJIA UX
3 ouIHaNTBHBIX pacmosioskeHus Ha JoKkymenTe. CocTaB 1 npaBuia opopmiIeHus
" | 1OKyMEHTOB U npaBujia | pekBU3UTOB JIOKyMeHTOB. [OCT P 7.0.97 — 2016. TpeGoBanus k
ux oopmieHus oopmiennto pekBU3UTOB. CXEMBI PACIIONOKEHHS PEKBU3UTOB.
Tema 4. Bunpl 6;mankoB | @opmatsl Oymaru u nosst. buanku 1okyMeHTOB U uX BUbIL. OOmmii
4. | u TpeOOBaHUS K HUM 6nank. brank nuceMa. biiaHk KOHKpeTHOTrO BUa JoKyMeHTa. bianku Ha
IBYX s13bIKax. PEKBU3UTHI, KOTOPBIE JOJIKHBI UCIIOIb30BAThHCS IPU
U3rOTOBJIEHUM OJIaHKOB JIOKyMEHTOB.
Tewma 5. IIpaBuna OO6mre TpeboBaHUS K CO3JaHUIO JOKYMEHTOB. CHcTeMa OpraHu3alioOHHO-
5 o opMIIEHIS OCHOBHBIX | pacriopsAauTeIbHas JOKyMeHTaus. OpraHu3alMOHHbIE JOKYMEHTHI.
" | BmmoB mokymentoB OP/l | PacnopsigurensHbie qokyMeHThl. MH(DOpMAIIMOHHO-CIIPAaBOYHBIC
JIOKYMEHTBI.
Tema 6. @opmupoBanue | OCHOBHBIE ATarbl TOKYyMeHTO000poTa. DOpMBI OpraHU3aAIIH
6 U BEJICHUE nenorpou3BocTBa. [IpueM u nepBudHas 00pabOTKa BXOAALINX
" | nokymMmeHTo000pOoTAa B JIOKyMEHTOB. Perucrpanus T0KyMeHTOB.
OpraHHU3aLuu
Tema 7. Opranuzanus Homenknarypa nen. ®opmupoBanue aenn. Opranuszanus XpaHeHUs
ONEPATUBHOI'O XPAHEHUS | IOKYMEHTOB. XPaHEHHUs JOKYMEHTOB B IIPOLIECCE UX UCIIOJIHEHUSI.
7. | JOKyMEHTOB XpaHEHUE UCIOIHEHHbBIX JOKYMEHTOB. ['0cy1apCcTBEHHBIN apXuB,

MYHULUNATBHBIN apxuB. ApxuBHbIi poua PO. Obecneuenue
COXpPAaHHOCTH JJOKYMEHTOB.

5. O6pa3oBare/ibHbIe TEXHOJIOTHHU

OOpa3zoBarenbHBIi TpoOLECC MO JUCHUIUIMHE OpraHu30BaH B (opMe y4UeOHBIX 3aHATHH

(koHTakTHast paboTa (ayAUTOPHON ¥ BHEAYAMTOPHOH) OOYyYArOIIMXCS C TMpenojaBaTeieM |
camocTosITeNlbHas paboTa o0ydaronmxcs). Y4eOHble 3aHITHS MPEICTaBICHBI CIEAYIONUMHI BHIAMHU,

BKJIrO4as y‘-Ie6HbIe 3aHATUA, HAIIPABJIICHHBIC HA IPOBCACHUC TCKYIICTO KOHTPOJIA YCIICBACMOCTH:

*  JIeKIUH (3aHATHUS JEKIIUOHHOTO TUIIA);
*  CeMHUHapbl, IPAKTUYECKUE 3aHATHUS (3aHATHUSI CEMUHAPCKOTO TUIIA);
* [pYINIOBBIE KOHCYJIbTAINHY;

¢® HWHIWBUOYaAJIbHBIC

KOHCYJIbTalun u HUHBIC yqe6HBI€ 3aHATHA, npeaycMaTpuBarommce

UHIUBHUIYaIbHYIO0 Pa0OTy MPEroiaBaTeis ¢ 00yJaroInuMCs;
* caMocTtosTenbHas paboTa 00yJaromuxcs;
s 3aHATHUSA UHBIX BUIOB.
Ha y4eOHBIX 3aHATHSIX OOyYaroIuecsl BHIIONHSAIOT 3alUIAHUPOBAHHBIC HACTOAIICH MPOTrPaMMOi



OTJeNbHBIC BUIBI YUEOHBIX paboT. YuebHoe 3agaHue (paboTa) CUMTACTCS BBITOJHEHHBIM, €CJIH OHO
OLIEHEHO IPENO/IaBaTENEM M10JI0KUTEIBHO.

B pamkax camocTosTeNbHON pabOThl 00ydarolMecss OCYIIECTBISIOT TEOPETUYECKOE H3YyUEHHE
JUCLMIUIMHBL C Y4ETOM JIEKIMOHHOI'O MaTepualia, FOTOBATCSA K MPAKTUYECKUM 3aHSATHSIM, BBIIOJIHSIIOT
JIOMAIITHEE 3a/1aHUS, OCYIIECTBIISAIOT [IOATOTOBKY K IPOMEXYTOUHOM aTTeCTal|H.

ConepxaHue IUCUUIUIMHBL, BUABI, TEMbl yYEOHBIX 3aHATHH U (OPM KOHTPOJBHBIX MEPOIPHUATHI
JTMCLUUIUIMHBI TIPEJICTABICHBI B Pa3liesie 5 HacTosIIel mporpaMmbl U (DOHIE OLEHOYHBIX CPEICTB IO
JTUCLIUILINHE.

Tekymas aTrecrauus Mo AMCUUILINHE (MOAY 110). OlieHBaHKE 00YYaroIIerocs Ha 3aHATUSIX
OCYIIECTBIISICTCSI B COOTBETCTBHHM C TIIOJIOXKEHHEM O TEKyIIeH arrecTanuu oOy4aroluxcs B
YHUBEPCUTETE.

Ilo wroram Tekymel arrectaluy, BeIyIIMH NpPEnoaaBareib (JEKTOp) OCYLIECTBISIET JOIYCK
00y4YaroImerocs: K MpoMeXyTOYHOH aTTeCTaluu.

Jlonyck K NPOMeXKYTOUYHOIl aTTecTalluM MO JUCHUILIMHe (Moay/o). OOyuaromuiics
JIOITyCKAeTCsl K MPOMEKYTOYHON aTTECTAllMU 110 JUCLMILIMHE B CIy4yae BBIIOJIHEHUS UM BCEX 3a/laHui
U MEpONPUATHHA, NPEIYCMOTPEHHBIX HACTOSIIEH MPOrpaMMON TUCHMIUIMHBI B TIOJHOM OOBEMe.
[IpenogaBaTesnb MMEET NPaBO U3MEHATb KOJIMYECTBO U COJAEpKAHME 3aJaHMM, BbIJABAEMBIX
oOydaromumcs (00yJaronemMycs), HiCX0/Is U3 KOHTUHTEeHTa (YPOBHS MTOJATOTOBJICHHOCTH).

Jlomyck  oOydvaromerocss K TPOMEXKYTOUYHOW aTTeCTalud MO0 JAUCHUIUIMHE OCYILECTBIISET
IpenojaBaTelib, BEAYLINI CeMUHAPCKUE (MIPAKTUYECKUE) 3aHITHSL.

OOyuaromuiicsi, UMEIOIUH yueOHbIe (aKaJeMUYEeCKHe) 3a0/DKEHHOCTH (ITPONYCKH YUYeOHBIX 3aHATHH,
HE BBIMOJTHUBIINN YCIICNTHO 3a/1aHusi(e)) 00s13aH 0TpadOTaTh UX B MOJHOM 00bEeMe.

OTtpaboTka y4yeOHBIX (aKaJeMHMUYEeCKHX) 3aJ0JKEHHOCTell Mo JucHuILIuHe (Moay.aio). B
cilly4ae Hanuuus ydeOHOW (akaJeMHYecKod) 3aJ0DKEHHOCTH 110 JUCHUIUIMHE, OOydJaromuics
oTpalaThIBAET MPOIYIICHHbIEC 3aHATHS U BBIIIOIHSIET 3aIJJAHUPOBAHHBIC M BBIAAHHBIC MIPETIOIaBaTeNIeM
3aganug. OTpaboTKa MPOBOJUTCS B MEPUOJ CEMECTPOBOTO OOYUYECHHUS MU B TIEPUO]] CECCHH COTJIACHO
rpaduKy (pacnMCaHnI0) KOHCYJIbTAUI MPENOAaBaTes.

OO0yuaromuiics, TPOIyCTUBIINH leKyuoHHOe 3auamue, 00s13aH MPEeI0CTaBUTh MPENOAABATENIO
pedepaTHBHBII KOHCIIEKT COOTBETCTBYIOUIETO pasfiesia yueOHOH W MOHOTrpaduuecKoil JUTepaTypsl
(OCHOBHOW M JOIOJIHUTENBHON) IO paccMaTpUBAaEMbIM BOIPOCAM B COOTBETCTBUM C HACTOSILEH
IIPOrpaMMoi.

OOyuaromuiics, TPOMYCTHBIIUN npakmuyeckoe 3ansamue, OTpadaThIiBaeT €ro B Qopme
pedepaTHBHOTO KOHCIIEKTa COOTBETCTBYIOLIETO pasjesia yueOHOH W MOHOTrpadUuecKoi JIUTepaTypsl
(OCHOBHOM M JIOIOJHUTENIBHOM) IO paccMaTpuBAaEMbIM Ha HNPAKMUYECKOM 3aHSATHM BOIpOCaM B
COOTBETCTBUHM C HACTOSIIEH MporpamMmoi wim B (opme, NpeasioKeHHOH mnpernongaBaTenemM. Kpome
TOTO, BBINIOJHSET Bce y4yeOHbIC 3ajaHus. Y4YeOHOE 3aJaHHe CUYMTACTCS BBIMOJHEHHBIM, €CIH OHO
OLIEHEHO IPENO/IaBaTENIEM [10JI0KUTEIBHO.

[IpenogaBaTens UMEET MpPaBO CHU3UTH OallbHYyI0 (B TOM YHCJIE PEUTHHIOBYIO) OLICHKY
o0yyaromemMycs 3a HeBBIIIOJHEHHOE B CPOK 33aHue (110 HEYBAKUTEIHHON MPUYNHE).

IIpome:xkyToyHast arrecraluss MO JMCUMIVIMHE (Moayarw). DPopMol NPOMEKYTOYHOU
aTTeCcTaluy 0 JUCLMILIMHE OIPEIEICH SK3aMEH.

[TpomesxyTouHasi arTecTalusi 0OyJaroIMXCsl OCYIIECTBISETCS B COOTBETCTBHH C IOJIOKEHUEM
0 TPOMEXKYTOUHOW aTTEeCTalUU OOYYaIOIUXCS B YHHUBEPCUTETE M OLIGHUBACTCA: U PEUTHHTOBBIX
0aJI0B, HA3HAYAEMBIX B COOTBETCTBUU C MPUHATON B By3€ OAIIIbHO-PEHTHHIOBOM CUCTEMOIA.

Onenka 3HaHWA OOYYaroIIErocsi OICHWBACTCS IO KPUTEPUSM, IPEICTABICHHBIM B (OHIC
OLIEHOYHBIX CPEJICTB MO JUCIUILINHE.



6. YueOHO-MeTOIUECKOE O0ecredeHHe CaMOCTOsITEeILHONH padoThl cTy1eHTOB. O1eHOYHbIe
CpeCTBA JIJIsl TEKYIIero KOHTPOJIsI YCIeBAeMOCTH, MPOMEKYTOUYHOI aTTecTallid MO0 MTOram
0CBOCHHS JUCIMIINHEL.

Taoauna 6.1.
IInan camocTosiTEILHON PAGOTHI CTY/IEHTOB

Tema

Bun camocrostenpHON
padoThI

Pexomennyemas
auTeparypa

Kommuectso
qJacoB

YIIpaBJIECHYECKOU
NesATeIbHOCTH

Tema 1. JlokyMeHTHpOBaHUE

IMoxroroBka Kk
MPAKTUIECKAM 3aHITHIM
10 BOIpocawm,
MPEITOKCHHBIM
MpernoaBaTeaeM
[MoaroToBka pedepara
[ToaroroBka K BOIpocam
[IPOMEKYTOUHOMN
ATTECTAIINH, CBSI3aHHBIX C
TeMoit

0: [1-3]
JL: [1-3]

22

Tewma 2. Knaccuduxanus

MaTepualbl 1o
NTOKYMEHTUPOBAHUIO Y /|

MOKYMCHTOB U HOPMATUBHBIC

I[loaroroska x
MPAKTUIECKAM 3aHITHIM
IO BOTIpOCaM,
MPEITOKCHHBIM
MpernoaBaTeIeM
[MoaroToBka pedepara

[ToaroroBka K BOIpocam
[IPOMEKYTOUHOMN
ATTECTALIMY, CBSI3aHHBIX C
TeMoit

22

Tema 3. PekBU3UTEHI

npaBuia X 0hOpMIICHUS

O(bI/ILII/IaJIBHbIX JAOKYMCHTOB 1

IloaroroBka x
MPAKTUIECKAM 3aHITHIM
IO BOTIpOCaM,
MPEITOKCHHBIM
MpernoaBaTeIeM
[MoaroToBka pedepara

[ToaroroBka K BOIpocam
[IPOMEKYTOUHOMN
ATTECTALIMY, CBSI3aHHBIX C
reMoit

23

Tema 4. Bunasl 01aHKOB U
TpeOoBaHUs K HUM

IMoxroroBka K
MPAKTUIECKAM 3aHITHIM
IO BOIIpOCaM,
MPEITOKCHHBIM
MpernoaBaTeaeM
[MoaroToBka pedepara
[ToaroroBka K BOIpocam
MPOMEXKYTOUHOU

ATTeCTaIlMH, CBSI3aHHBIX C
TeMou

22

Tema 5. IIpaBuia
0(pOpMIICHUST OCHOBHBIX

TloaroroBka x
MPaKTUYECKUM 3aHITUSAM

22




BHU10B 10KyMeHTOB OP /] 10 BOIIPOCaM,
MPEAJIOKCHHBIM
MperofaBaTeseM
[MoaroToBka pedepara

[ToaroroBka K BOIpocam
[IPOMEKYTOUHOMN
ATTECTALINY, CBSI3aHHBIX C
TeMoit

6. [Tema 6. ®opmupoBanue u  [[loaroroska K O: [1-3] 22
BEJICHUE JOKYMEHTOOOOPOTA [IPAaKTHIECCKAM 3aHSTHSIM H:[1-3]

B OpraHu3aIuu [0 BOIIpOCaM,
MPEAJIOKCHHBIM
mperogaBaTejicM
[MoaroToBka pedepara

[ToaroroBka K BOIpocam
[IPOMEKYTOUHOMN
ATTECTALIMY, CBSI3aHHBIX C
TeMoit

7. [Tema 7. Opranuszanus [ToaroToBka K 0: [1-3] 22
ONEPATUBHOI'O XPAHEHUS MPAKTHICCKUM 3aHITHIM I [1-3]

ITOKYMEHTOB [0 BOIIPOCAM,
MPEAJIOKCHHBIM
npernoaBaresieM
[MoaroToBka pedepara
[ToaroroBka K Bompocam
MPOMEKYTOYHOU
aTTCCTalluu, CBA3aHHBIX C
[TeMoi

CDOHI[ OLCHOYHBIX CpCACTB I MPOBCACHHA TCKYILICTO KOHTPOJIA YCIICBACMOCTU U

MIPOMEKYTOYHOM aTTeCTalud OOyYaromuXcs M0 AMCHUIUIMHE (MOJYINIO), BXOISIIUN B COCTaB
COOTBETCTBEHHO paboyuell MporpaMMbl JUCIUIUIMHBI (MOIYJIS), BKIIOUAET B CEOS:

NepeyeHb KOMIIETEHIM, C YyKa3aHHeM »JTanoB HUX (OPMHUPOBAHHUA B TNPOIECCE OCBOCHUS
JUCLUILIMHBL,

ONMCAHUE IIOKa3aTeled M KPUTCPUEB OLICHUBAHUSA KOMIIETEHLMHM HaA PpA3JIM4YHBIX OTanax HX
(dbopMHUpOBaHMS, a TAaKXKE ONMHUCAHWE INKAJd OLCHWBAHMS, BKJIIOYAIONIMX TPHU YPOBHS OCBOCHUS
KOMIIETEHIIMH (MUHMMAaJbHbIN, 0a30BbIi, BbICOKWH). [IpuMepHble KpUTEpUU OLECHUBAHUS
pa3IUYHBIX (POPM MPOMEKYTOUHOM aTTECTAIMH MPUBEICHBI B Ta0imax 6.2 u 6.3. Takue kpurepun
JOJDKHBL  OBITH pa3paboTaHbl MO BceM (OpMaM OLEHOYHBIX CPEICTB, HCIOJIB3YEMbBIX IS
(hopMUpOBaHHS KOMITETEHITUI TaHHOW TUCITUTLINHBI,

TUIOBbIE KOHTPOJIbHBIC 3aJaHHUs M JpyrHe MaTephalibl, HEOOXOAWMBIC [UIS OICHKH 3HAHMU,
YMEHUH, HAaBBIKOB W (WJIM) OIBITa JESITEIBHOCTH, XapaKTEPU3YIOUIMX ATarbl (OPMHPOBAHUS
KOMIIETEHIIU B IIpoliecce OCBOEHUSI 00pa30BaTeIbHOM IPOrpaMMBbl;

METOAUYECKUE MATEPHUAIIbI, OIIPEACIAIOIINE IIPOLIEyPbl OLICHUBAHUS 3HAHUM, YMEHUH, HaBBIKOB U
(uH) ombITa AEATENBHOCTH, XapaKTEPHU3YIOLINX 3Tanbl (POPMHUPOBAHUS KOMITETCHIIHHA.

Taoauna 6.2
Kputepuu omneHKkH NpoMe:KyTOYHOM aTTecTauu B hpopMe 3aueTa
Orenka XapakrepucTruka TpeOOBaHUH K pe3yJbTaTaM aTTecTanuu B popme 3adera
«3auTeHoy Teopernueckoe copepxaHue Kypca OCBOSHO MOJHOCThIO 0€3 MPoOeIoB WITH B

LIEJIOM, WJIH OOJIbIICH YacThI0, HEOOXOJMMbIE TPAKTHYECKHE HABBIKK PabOThI ¢




OCBOCHHBIM MaTepuaJIoM c(HOPMUPOBAHBI HJIM B OCHOBHOM C(HOPMHPOBAHBI,
BCE WM OOJIBIIMHCTBO MPEAYCMOTPEHHBIX pabouel mporpaMMoil yueOHbIX
3aJJaHU BBITIOJIHEHBI, OT/ICIbHBIC U3 BHIMIOJIHEHHBIX 3aJaHUI COJepKaT
OLINOKHU

«He 3aureno» Teoperuueckoe conepkaHue Kypca OCBOCHO YaCTUYHO, HEOOXOMMBbIe
HaBBIKH PabOTHI HE CPOPMUPOBAHBI WIIM CHOPMHUPOBAHBI OT/ICIIbHBIEC U3 HUX,
OOJIBIIMHCTBO MPEAYCMOTPEHHBIX paboueii yueOHOH mporpaMMoii 3aIlaHui He
BBITOJIHEHO JIMOO BBITMOJIHEHO C TPYOBIMH OIINOKaMH, Ka4€CTBO UX

BBIIIOJIHCHUSA ONCHCHO YK CJIOM GaJIJIOB, OJIN3KHUM K MUHUMYMY.

Taoauna 6.3
Kputepun oneHKkn NpoMe:KyTOYHOMH aTTecTanuu B opMe IK3aMeHA
Orenka Xapakrepuctruka TpeOOBaHUM K pe3yIbTaTaM aTTecTaluu B GopMe dK3aMeHa
«OTIM4IHO» Teopetnueckoe copepkaHue Kypca OCBOSHO MOJIHOCThIO 6e3 mpo0enoBs,

CHCTEMHO U ITyOOKO, HE00X0AUMBbIEC IPAKTUIECKHE HABBIKA PAOOTHI C
OCBOCHHBIM MaTepuaioM c(hOPMUPOBAHBI, BCE PEAYCMOTPEHHBIE pabodeii
yueOHOI1 mporpamMmoii yueOHbIe 3a/1aHuUs BBIIOIHEHBI 0€3yNPedHO, Ka4eCTBO
UX BBITIOJIHEHUS OIICHEHO YHCIIOM 0aJUIOB, OJIM3KHM K MAaKCUMYMY.

«Xopomo» Teoperuueckoe conepkaHue Kypca OCBOCHO B LIeJIoM 0e3 po0eros,
HE00XO0IMMBIE IPAKTUYECKUE HABBIKKA PA0OTHI C OCBOCHHBIM MaTEpHAJIOM B
OCHOBHOM C(pOpMHUPOBaHBI, IPETyCMOTPEHHBIE paboueil yueOHOH
porpamMMoil yueOHbIe 3a/1aHUs BHITIOJIHEHBI C OTACIbHBIMU HETOUHOCTSIMH,
Ka4ueCTBO BBIIOJIHEHNS OOIBIIMHCTBA 3aJaHUI OIEHEHO YHCIOM OallIoB,
ONMU3KUM K MaKCUMYyMY.

«YnosaerBoput | TeopeTrueckoe coaepx aHue Kypca OCBOEHO 0OJIbIIEH YacTbio, HO IPOOETbI
CJIBHO» HE HOCST CYIIECTBEHHOTO XapaKTepa, He0OOXOAMMBbIEC TPAKTUYECKIE HABBIKH
paboThI ¢ OCBOSHHBIM MaTEPUAIOM B OCHOBHOM C()OPMHPOBAHBI,
OOJIBIIMHCTBO MPEyCMOTPEHHBIX paboyeil yueOHo nmporpaMmoil yd4eOHbIX
3a/IaHUH BBIIIOJIHEHBI, OT/ACIBHBIE U3 BBIITOJIHECHHBIX 3aJJaHUI COlepKaT
OLIHOKH.

«HeynoBnerBop | Teopernueckoe coaepkaHie Kypca OCBOCHO YaCTHYHO, HEOOXOJUMBbIE
UTEIILHO» HaBBIKH PabOTHI HE CPOPMUPOBAHBI WIIM CHOPMHUPOBAHBI OT/ICIIbHBIEC U3 HUX,
OOJIBLITMHCTBO MPEyCMOTPEHHBIX paboyeil yueOHo# nmporpaMmoit yd4eOHbIX
3aJJaHU{ HE BBITIOJIHEHO JHOO BBHIMOIHEHO C TPYOBIMH OIINOKaMH, Ka4eCTBO

HUX BBIINIOJTHCHUA OLICHCHO YN CJIIOM 6am1013, OJIM3KHUM K MUHHUMYMY.

Bce (GopmBbl  OLIGHOUHBIX CpEACTB, MNPUBOJUMBIE B pabodeid mporpamme, JOJDKHBI
COOTBETCTBOBATH COJEPKAHUIO YUEOHON AMCUUIUIMHBI, M ONPEIENSATh CTENeHb CPOPMHUPOBAHHOCTH
KOMIIETEHIIUH 110 KaXKI0MY PE3yJIbTaTy 00yUEeHHUS.

Ta6auna 6.3.
Crenenb (popMHPOBAHUSA KOMIIETEHIU (popMaMM OLIEHOYHBIX CPeICTB M0 TeMaM
AUCUMITUHBI
Ne n/m | Tema dopma OLIEHOYHOTr'0 CpeCcTBa Crenenn
¢dbopmupoBaHus
KOMIICTEHIIH
1. | Tema I. Pedepar VYK-4, T1K-4 (60%)




JIOKyMEHTUpPOBaHHUE
yIIPaBJICHYECKON
NEeATEIbHOCTH

TecTsl

Bonpocs! 1u1s1 yeTHOrO onpoca Ha
CEMUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOIIPOCHI
Bonpocsl k mpoMexyTo4HOM

aTTecTaluu
Tema 2. Knaccuduxanus | Pedepar YK-4, I[1K-4 (60%)
JOKYMEHTOB U TecTbl

HOPMAaTHUBHbIE
MaTepualbl 1Mo
JOKYMEHTUPOBAHUIO Y /|

Bonpocs! 1u1s yeTHOrO onpoca Ha
CEMUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOIIPOCHI
Bonpocsl k mpoMexyTo4HOM

aTTecTaluu
Tema 3. PexkBU3UTHI Pedepar YK-4, I[1K-4 (60%)
opUIIHATBHBIX TecTsl

JOKYMEHTOB U IpaBUia
ux oopmieHus

Bonpocs! 1u1s1 yeTHOrO onpoca Ha
CEMUHAPCKUX 3aHATUAX
KoHTposbHBIE BOIIPOCHI
Bonpocsl k mpoMexyTo4HOM

aTTecTaluu
Tema 4. Bunpr 6mankoB u | Pedepat YK-4, I[1K-4 (60%)
TpeOOBaHUS K HUM TecTbl

Bonpocs! 1u1s1 yeTHOrO onpoca Ha
CEMUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOITPOCHI
Bonpocsl k mpoMexyTo4HOM

aTTecTaluu
Tewma 5. [IpaBuiia Pedepar YK-4, I[1K-4 (60%)
opOpMIICHUST OCHOBHBIX Tector

BUA0B JoKyMeHTOB OP /]

Bonpocs! 1u1s1 yeTHOrO onpoca Ha
CEMUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOITPOCHI
Bonpocsl k mpoMexyTo4HOM

aTTecTaluu
Tema 6. ®opmupoBanue | Pedepar YK-4, I[1K-4 (60%)
U BEJICHUE TecTbl

JIOKyMEHTO000pOoTa B
OpraHu3alNuu

Bonpocs! 1u1s1 yeTHOrO onpoca Ha
CEMUHAPCKUX 3aHATUAX
KoHTpoibHBIE BOITPOCHI
Bonpocsl k mpoMexyTo4HOM

aTTecTaluu
Tema 7. Opranuzanus Pedepar YK-4, I[1K-4 (60%)
ONCPATHBHOTO XpaHCHHUA TecTnl

JIOKYMEHTOB

Bonpocs! 1u1s1 yeTHOrO onpoca Ha
CEMUHAPCKUX 3aHATUAX
KoHTposbHBIE BOIIPOCHI




Bonpocsl k mpoMexyTo4HOM
aTTecTaluuu

TunoBbie KOHTPOJIbHBIE 32JaHUS M PYrHe MaTepuabl, He00X0AMMbIe JIs1 OLeHKH 3HAHUIA,
YMEHH i, HABBIKOB M (MJIM) ONBITA AeATEJbHOCTH, XapaKTePHU3YIOIIHNX 3Tanbl GopMuUpoBaHU
KOMIIETEeHIIMI1 B polecce 0CBOeHNs 00pa3oBaTeIbHOI POrpaMMbl

BOHPOCI)I TEKYIIEro KOHTPOJA YCII€EBACEMOCTH HAa CEMUHaApax (npaRanecmlx 3aHﬂTI/IﬂX)

1. aiiTe onpeaeneHre NOHATHIO TOKyMEHTO000pOT?

2. IlepeuncianTe OCHOBHBIE PEKBU3UTHI JOKYMEHTA

3. Kak # 1o KakuM mpu3HaKaMm KIacCU(PUIUPYIOTCS TOKYMEHTHI?

4. Ha3HaueHue pacnopsiIUTENbHbIX JOKYMEHTOB

5. KakoBa mporneypa cocTaBieHus 1 0hOpMIICHHUST paCIOPSIAUTENBHBIX TOKYMEHTOB?

Tunosbie TeMbl pedepaToB

1. PasBurtue nenonpousBozctsa B [JpesHeil Pycu.

2. Pa3BuTHe NpUKa3HOIO AEIONPOU3BOACTBA.

3. Pa3BuTHE KOJIJIEKCKOTO JEIONPOU3BOCTBA.

4. Pa3BuTHE MUHUCTEPCKOTO JEI0NPOU3BO/ICTBA.

5. Pa3Butue genonpoussoactsa B CCCP.

Tunossle TecTol / 3agaHus

1. Jlennonpou3BOACTBO - 3TO:

A. JleaTenpHOCTh, OXBAThIBAIOIIAsl COCTABIICHUE JOKYMEHTOB U OpraHU3al1I0 paboThl C HUMU

b. IIpaBuia co3ganust JOKyMEHTOB

B. Opranuzanust paboThl C TOKYMEHTaMU

I'. HoxymeHTanbHOE OQOPMIICHHE PELICHUS YIIPABIEHYECKOTO BOIIPOCca

M. Cucrema xpaHeHus: JOKYMEHTOB

2. Kommuiekc METOJI0B U MPOLIECCOB padOThl C JOKYMEHTAMHU, OCYLIECTBIISIEMbIN MPEANPUATUEM
IIPU BBITOJIHEHUH UM CBOUX (DYHKIHMH - 3TO ....

A. JlokyMeHTOBeIeHUE

b. JlenonpousBoacTeo

B. Cucrema nokyMeHTanuu

I'. JloxymeHTHpOBaHUE

. JokyMeHTOO00pOT

3.Kakue BUIbI JOKyMEHTOB Pa3IMyaroT 10 MECTY COCTAaBJICHUA?

A. BHenIHue 1 BHyTpEHHUE

b. UnnuBuayanbpHble, TUIIOBBIC, TpadapeTHbIe

B. Opurunansl, KoUK 1 NOJIMHHUKA

I'. OpranusannoHHble, paclopsIUTENbHbIE, CIIPABOYHBIE

4.J10KyMEHTBHI 110 JIMYHOMY COCTaBY OTHOCSITCS K TPYIIIIE ...

A. Oprann3anmoHHO-pacIOPAIUTENBHBIX JOKYMEHTOB

b. PacniopsiuTenbHbIX JOKYMEHTOB

B. CipaBouHO-HH(pOPMAIIMOHHBIX JOKYMEHTOB

I'. ®uHaHCOBO-pPaCUYETHBIX TOKYMEHTOB

5. AKTBI, UchbMa, (HaKChI, JOKIAIHbIC 3aIICKH OTHOCSTCS K...

A. Opranu3alliOHHBIM JOKYMEHTaM

b. CripaBo4HO-MH(pOPMAIIHOHHBIM JIOKYMEHTaM

B. PacniopsiuTenbHbIM TOKYMEHTaM

I'. BuemHuM nOKyMEHTaM

TunoBbie KOHTPOJ/IbHBIC BOIIPOCHI



1. B kakux ciydasx Ha JIOKyMEHTax HE IPOCTaBISAETCS PEKBM3UT «MecTo cocTaBieHMs] WU
HU3JJaHus JOKYMCHTAa».

2. B kakux ciayyasx Ha JOKyMEHTax HeE IpocTaBisieTcss pekBu3uT «HaummeHoBanue Buaa
JTIOKYMEHTa).

3. B uém npeumyiiecTBa aBTOMaTU3UPOBAHHON CUCTEMBI KOHTPOJISI UCIIOJIHEHUS IOKYMEHTOB.

4. J1nst Kakux J1eJ1 COCTABIIETCS BHYTPEHHSS ONKCH.

5. Iyt KakuX JJOKYMEHTOB HE MCIOJIb3YETCs OOIIMi OJTaHK.

Tunosbie BOPOCHI K NPOMEKYTOYHON aTTeCTALIUH

1. bnaHku [OKYMEHTOB mpeaupusATHil (oOmmui, mNHCbMa, KOHKPETHOTO BHJA JOKYMEHTa,
MIPOIOJIbHBIN, YTIIOBOH, CIIEHaNbHBIN ). DopMyIsap-o0paser] JOKyMeHTa.

2. CTpyKTypa M IITaTHAsl YUCIEHHOCTb, IITATHOE pacHUCaHKe, IPUKa3 O BHECEHUU U3MEHEHUI B
LITAaTHOE pacIUCaHUE.

3. Iopsmok odopmiteHUs TPUKA30B IO JIMYHOMY cocTaBy. OOpasibl (OpMYyITUPOBOK MPUKAZ0B MO
JUYHOMY COCTaBY.

4. TpynoBas kHuxKa: opopmiienue u Beaerue. OOpasibl HOPMYITHPOBOK 3aMKCceld B TPYIOBYIO
KHUXKKY.

5. JIucTOK No y4uery KaapoB, pe3loMe, aHKETa.

Bce onienounsie cpenctBa k qucuuruinie npuBeaeHsl B @OC, KOTOPHBINM SBISETCS MPUIIOKEHUEM K
Hacrosmei PIT/I.

7. Y4eOHO-MeTOAMYeCKOEe U HH(POPMALMOHHOE o0ecieyeHue YUeOHOM M CUMILTUHBI
b1.0.25 «/lokyMeHTaniMOHHOE o0ecneyeHne U 1eJ0NPON3BOJACTBO B rOCYIapCTBEHHOM M
MYHUIIUNIAJIbHOM YIIPABJIEHUMN)

7.1. Y4eOnas 1uTeparypa
OcHoBHas1 JIMTepaTypa

1 Bpeckuna H.B. OcHOBBI neonpou3BoCTBa [ DIEKTPOHHEIHN pecypc] : yueOHoe mocobue / H.B.
Bbpeckuna. — DnekTpoH. TekcToBble AanHble. — CtaBpomnoib: CeBepo-KaBkaszckuii denepanbHbIit
yHuBepcureT, 2014. — 123 c. — 2227-8397. — Pexxum gocryna:
http://www.iprbookshop.ru/63228.html

2 Mupromkuna FO.B. [lenonpon3BocTBO U JOKYMEHTAIIMOHHOE 00€CTIeUeHUEe rOCYJapCTBEHHOM 1
MYHUIIUIATBHON CITy>KOBI [ DNeKTpOoHHBIH pecypce] : mpaktukyM / FO.B. Mupromkuna. —
DeKTpOoH. TeKCTOBBIE JaHHbIe. — CraBponois: CeBepo-KaBkasckuii GenepaibHbIii
yHuBepcurerT, 2016. — 116 c. — 2227-8397. — Pexxum gocryna:
http://www.iprbookshop.ru/66028.html

3 Ky3snenos U.H. Jlenonpou3BoacTBo [DIEKTPOHHEIN pecypc] : yaeOHO-CIIpaBOYHOE MTOcooue /
N.H. Ky3HenoB. — D1eKTpoH. TekcToBble faHHble. — M. : lamikos u K, 2017. — 460 c. — 978-
5-394-01981-4. — Pexwum nocryna: http://www.iprbookshop.ru/60399.html

Jlomo/IHuTeIbHAS JIUTEpaTypa

1 Hemnorona A.B. [denonpousBoacTBo opranu3auu. [loaroroska, ohopMicHHE U BEICHHE
JIOKyMEHTaIMU. 75 00pa3iioB OCHOBHBIX JOKYMEHTOB [ DIeKTpoHHEKIH pecypc]| / A.B. Henorona,
IT.A. Cemuenko. — DEKTpPOH. TeKCTOBbIE AaHHbIe. — Capatos: Ail [1u Op Meaua, 2009. — 313
c.— 2227-8397. — Pexwum nocryna: http://www.iprbookshop.ru/1534.html

2 bpese B.A. [lenonpousBoacTBO [ DNEKTPOHHBIN pecypc] : yaeOHoe mocooue / B.A. bpese, O.0.
bpese. — DnexkTpoH. TekcToBble JaHHbIe. — KemepoBo: KemepoBckHil TEXHOIOrMUECKH




WHCTUTYT NUIIEBOUN npombiieHHOCTH, 2008. — 287 ¢. — 978-5-89289-529-3. — Pexum
noctyna: http://www.iprbookshop.ru/14364.html

3 TI'saea U.B. JlenonpousBoacTBo [DnekTpoHHbIH pecypce] : cipaBounuk / U.B. I'aeBa, C.B.
CobaneBckuii. — DIEKTPOH. TEeKCTOBbIe MaHHble. — MuHCK: TerpaCucremc, Terpanut, 2014, —
224 ¢. — 978-985-7067-96-1. — Pexxum poctyma: http:// www.iprbookshop.ru/28072.html

7.2. UHTEpHET pecypchl

1. e-Library.ru [Dnekrponnbsiii pecypc]: Hayunas oanekrponnas Oubnmoreka. — URL:
http://elibrary.ru/ (nara obpamenus 11.05.2018).
2. Hayunas onextpoHHas Oubnmoreka «KubOepJlenmnkay» [DnextponHbii pecypc]. — URL:

http://cyberleninka.ru/ (mara o6pamenus 11.05.2018).

3. DNeKTpOHHO-OMOIHOTEUHAS cucreMa «YHUBEpCUTETCKAS OoubIroTeKa OHJIAMHY
[DnexTponnslii pecypc]. — URL: http://biblioclub.ru/index.php (nata obpamenus 11.07.2018).
— Jloctyn k cucreme cornacHo npasuwiam IbC u gorosopom yuusepcuteta ¢ IbC.

4. DnextpoHHO-OuOmuoreuynas cuctema IPRbooks [DOnekrponnsiii  pecypc]. — URL:
http://www.iprbookshop.ru/ (mata obpamenus 11.07.2018). — ocTym K CHUCTeME COTJIACHO
npasuiam ObC u noroBopom yHusepcutera ¢ IbC.

7.3. IIporpammuoe obecneyenue gucuunanubl b1.0.25 «/lokymenTanuonHoe odecrneyenme u
JAeJIONPOU3BOACTBO B rOCYAAPCTBEHHOM U MYHMIMIIAJIbHOM YIIPABJICHUN»
Jnist MIOATOTOBKYM MPE3eHTAUI M UX JEMOHCTpaIMK HeoOxoauma rporpamma Impress u3
cBoOoaHOTO TakeTa oucHbIX mpmioxkenuit OpenOffice (WM MHON aHAIOT ¢ KOMMEPUYECKOH HITH

CBOOO/THOM JINIICH3UEH ).

7.4. MarepuaibHO-TeXHHYECKOe ofecneyeHHe IHCHUILUIMHBI «/lOKyMeHTalmoHHoe
o0ecrneyeHue 1 1eJONPOU3BOJACTBO B rOCYIapCTBEHHOM U MYHUIIMIIAJILHOM YIIPaBJIeHUM»

MarepuajpHO-TEXHUYECKOE oOecredeHne y4eOHOro mpouecca M0 AUCHUIUIMHE OIPEIeNICHO
HOPMATUBHBIMU TPEOOBAHUSAMH, PETIAMEHTHUPYEMBIMH IpHKa3oM MuHHCTepcTBa 00pa3oBaHus M
Hayku P® Ne 986 or 4 okra6ps 2010 r. «O06 yrBepxaeHuu ¢enepanbHbIX TpeOOBaHUN K
00pa3oBaTeNbHBIM YUYPEXKACHUSIM B YAaCTH MUHUMAIbHOW OCHAIIEHHOCTH Y4eOHOro mpolecca
o0opynoBaHUSl y4eOHBIX MOMeleHHi», @DenepanbHbBIM TOCYAAPCTBEHHBIM 00pa30BaTEIbHBIM
CTaHJapTOM BBICHIETO 00pa30BaHUS 110 HAMIPABICHHIO MTOATOTOBKH.

Jns  mpoBeneHUS BCeX BUAOB Y4YEOHBIX 3aHATHHA 1O JUCHUIUIMHE U O0ecredyeHus
MHTEPAKTHUBHBIX METOJOB OOYy4YeHHs, HEOOXOAMMBI CTOJIBI, CTyJibs (Ha TPYIIy IO KOJIUYECTBY
MOCAZ0YHBIX MECT C BO3MOXKHOCTBIO PACCTAHOBKH JUISI KPYTJIBIX CTOJIOB, IMCKYCCHH, MpoYee); JOCKa
MHTEPAKTHUBHAS ¢ pabOYMM MECTOM (MYJbTUMEIUHHBIN MPOEKTOpP C SKPAaHOM M PabOYUM MECTOM);
KeJaTeJIeH JOCTYI B MH(POPMAITMOHHO-KOMMYHHUKAIIMOHHYIO ceTh «VIHTEepHETY.

B cootBerctBue ¢ TpeboBanusmu @I'OC BO npu peanuzanuu Hactosmend aucuummasl OTTOIT
BO Heo6xonumMo Takke yuuThIBaTh 00pa3oBaTeIbHbIE IOTPEOHOCTH 00YUAIOIIUXCS ¢ OTPaHUUYEHHBIMHU
BO3MOKHOCTSIMH 37I0pOBbsI, OOecrieunmBaTh YCIOBUSA UId MX S(P(GEKTUBHON peanu3alii, a TaKKe

BO3MOXXHOCTH 6CCHpeH$ITCTBeHHOFO A0CTyI1a OGy‘I&IOH.[I/IXCSI C OrpaHUYCHHBIMU BO3MOKHOCTAMH



3JI0POBBS K 00BEKTaM HHPPACTPYKTYPHI 00pa30BaTEIBHOTO YUPEKICHHS.



PabGouass mporpamma muctumuiael  (Moxyns) b1.B.23  «JlokymeHTanmoHHOe oOecnedeHue u
JIeTIOTIPOU3BOICTBO B TOCYIaPCTBEHHOM M MYHUIIMIIATHHOM YIPABICHUN) COCTABICHA B COOTBETCTBUHU
¢ tpedoBanusmMu @DI'OC BO mno Hampasnenuto noxarotoBku 38.03.04 TocymapcTBeHHOE U
MYHUIIUTNATBHOE YIpaBIEHUE, YTBEPXKIEHHOTO MpHUKa3oM MUHHCTEpCTBA OOpa3oBaHHS M HAyKH
Poccuiickoit @eneparuu ot 13.08.2020 r. Ne1016

IIporpammy cocraBuia:
K.2.H., o1eHT Kadenpsl «l ocyaapcTBEHHOE U MYHUIIMIAIBHOE yupasiaeHuey 3.I. Ayiiesa

ITporpamma onoOpena Ha 3aceganuu kadeapsl «locynapcTBeHHOE M MYyHHUIMIIATBHOE YTIPABICHUE)
npotokoi Ne 9 ot «21» mas 2024 .

[Iporpamma omoOpeHa YueOHO-METOJUYECKUM COBETOM (haKyJdbTeTa SKOHOMUKU W YIPABICHUS
npotokoi Ne 9 ot «22» mas 2024 r.



