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IIpencenarens MK
20__r.

Pabouas mporpamMma nepecMoTpeHa, 00CyKaeHa U otodpeHa st
ucnomHeHus B 20 -20 vdaeOHOM Tonv Ha 3acenanuu Kabemnbl

IIpotokom oT __ 20 1. No
3aB. kadeapoit

BusupoBanue PII/] nJis1 MCIOJIHEHHSI B 0YepPeTHOM Y4eOHOM Toay

IIpencenarens MK
20 T.

Pabouas mporpamMma nepecMoTpeHa, 00CyKaeHa U otodpeHa st
nucnonHeHus B 20 -20 vdyeOHOM Tonv Ha 3acenanuu Kabemnsl

IIpotokom oT __ 20 1. No
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IIpencenarens MK
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ucnomaeHus B 20 -20 vdyeOHOM Tonv Ha 3acenannuyu Kadhemnsl
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3aB. kadeapoit



Huctunmmuaa  51.0.31

«/lokyMeHTanMoOHHOE

oOecrieuenne

1. Mecto nucuuniaudbl B cTpykrype OOII

yIpaBICHUS »

OTHOCHUTCA K

obs3arenpHol yacTu OOII nanpasnenus noarotoku 38.03.04 I'ocymapcTBeHHOE M MYHHMIIUMIIAIBHOE

yIpaBiieHUE.

2. [Inanupyemblie pe3yJIbTATHI 00yUeHHsl N0 THCIUIIHHE, COOTHECEHHBIE ¢ TJIAHUPYEeMbIMH
pe3yJibTaTaMu O0CBOEHHS 00pa30BaTeIbHOI MPOrpaMMbl (KOMNETEHIIUSIMUA U HHAUKATOPAMH
JOCTHKEHHUS KOMIIETEHIIHH)

I[InanupyeMble pe3ybTaThl 00yUeHHS MO
AUCHMIINHE (MOYJII0), B COOTBETCTBHH C

HaumMmenoBanue
dopmupyembIe HHAUKATOPOM JOCTHKEHHS] KOMIIETCHIIUHT
KOMIIeTEHIIHH u OLeHO™HOTO
HANKATO
A P PesynbTaTsl 00yyeHus cpeacraa
JOCTHKEHUS
o JUCHUILINHE
KOMIIeTeHIIHH
OIIK-4. Cnocoben OIIK-4.1. CocrtaBisteT 3HaTb MOIXOIbBI K Joknan, TecTsl,
pa3pabaTheiBaTh MPOEKTHI MIPOEKTHI COCTAaBIIEHUIO KOHTPOJIbHbBIE
HOPMAaTHBHBIX MMPABOBBIX HOPMAaTHBHBIX NMPABOBBIX | HOPMATHUBHBIX aKTOB. BOITPOCHI

aKTOB B cepe
npo¢eCcCuoHATBHON
NEeSATEIbHOCTH, OCYILIECTBIISITh
UX MPABOBYIO U
AHTUKOPPYIIHUOHHYIO
AKCIEPTHU3Y, OLICHKY
PETYJIMPYIOIIETO BO3AEHCTBUSA
U MOCIIEACTBUI UX
MIPUMEHECHUS

aKTOB B cepe
npo¢eCcCuOHATBHON
ACATCIIbHOCTHU

YMeTh COCTaBIATH
MIPOEKTHI HOPMATHUBHBIX
aKTOB.

Bnanets HaBBIKAMU
COCTaBJICHUS TTPOCKTOB
HOPMATHBHBIX aKTOB

OIIK-4.2. TIpoBoaut
OLICHKY
PETYJIHPYIONIETO
BO3JICHCTBHUS

3HaTh MOIXOIbBI K

OIICHKE PETYIUPYIOIIETO
BO3JICUCTBUSL.

YMeTb IPOBOAUTH OLIEHKY
PETYJIMPYIOIIETO
BO3JICHCTBUS.

Bnanets HaBBIKAMU
OIICHKH PETYyIUPYIOIIEro

BO3JICHUCTBUA
OIIK-4.3. OuenuBaer 3HaTh MOIXO0BI K OLICHKE
MOCJIEACTBUSA MOCJIEICTBHIA.
MIPUMEHEHUS YMeTh OlleHUBAaTh

HOPMAaTUBHBIX ITPABOBBIX
AaKTOB

MOCJIC/ICTBHS TIPUMEHEHUS
HOPMAaTHBHBIX aKTOB.
Bnanets HaBBIKAMU
OLIEHKH IOCJIEICTBUS
MPUMEHEHUS
HOPMATHBHBIX aKTOB

[1K-7. YMeet pa3pabarbiBaTh
METOAMYECKUE U CIIPABOYHBIE
MaTepUasl 0 BOIIPOcaM
JESTeNbHOCTH JIUL Ha
JOJKHOCTSIX
roCyJ1apCTBEHHOM
rpaxxaaHckon Poccuiickoi
denepanuu,

[1K-7.1. Pa3zpabaTbiBaet
CTIPaBOYHBIC U
METOAMYECKHUE
JTOKYMEHTHI B
npodeccroHanbHOM
AEATENbHOCTH

3HaTh NpaBuiIa
pa3paboTku
METOAMYECKUX
JIOKYMEHTOB.

YMmertsb pa3pabarbiBaTh
CIPaBOYHBIE U
METOANYECKHE
JIOKYMEHTBI.




TOCYIapCTBEHHOU CITYKOBI
cyowsekToB Poccuiickoit
denepauuu U
MYHUITATIAIEHON CITYKOBI,
JINII 3aMEIIAOIIUX
roCyJapCTBEHHBIEC TOJDKHOCTH
Poccuiickoit denepanuy,
3aMEIAoNIIX
rOCy/IapCTBEHHBIE JOKHOCTH
cyowsekToB Poccuiickoit
®denepauuu, T0HKHOCTH
MYHUITATIAIEHON CITYKOBI,
aJIMUHHUCTPATHBHBIC
JIOJKHOCTH B
rOCy/IapCTBEHHBIX U
MYHUITUTIATEHBIX
MPEANPUATHSIX U
YVUpEXKICHUSAX, B HAYIHBIX U
o0pa3oBaTeNbHBIX
OpraHHU3aIMIX, TOJTUTHISCKUX
MapTHUsAX, OOIIECTBEHHO-
MOJUTUYCCKUX,
KOMMEPYECKHUX U
HEKOMMEPUYECKHUX
OpraHu3aIusIX

Bnaners HaBeIKaMU
pa3pabOTKH JOKYMEHTOB

[1K-7.2. ®opmanuzyet
OpraHu3aIMOHHO-
yIpaBieHYECKHE
MMPONLECCChI U LCIIOYKH
NEUCTBUHI

3HaATh TEOPHUIO
OpraHu3aIyu IPOLECCOB.
YMeTh BhICTpauBaTh
MPOLIECCHI U LEMTOYKHU
JICUCTBHUI.

Bnaners HaBeIKaMU
dbopmanuzanuu
YIPaBICHUYECKUX
IIPOLIECCOB

IIK-7.3. BrisBaser
COOTBETCTBUE
YIPaBICHYECKUX
MPOIIeYP HOPMATHBHBIM
TpeOOBaHUSM

3HaTh HOPMAaTUBHBIE
TpeOOBaHMSI.

YMeTh BBIABISATH
COOTBETCTBUE MPOIIEAYP
HOPMATUBHBIM
TpeOOBAHUSIM.

Bnaners mogxogamu K
COTIOCTABJICHHUIO
YIPaBICHUYECKUX
nporeayp TpeOoOBaHUSIM

[IK-15. Ymeer BecTn
JeJIONPOU3BOJICTBO U
JOKYMEHTOOOOPOT B OpraHax
rOCyJ1IapCTBEHHOM BJIACTH
Poccuiickoit denepanuy,
OpraHax rocyaapCTBEHHOU
BJIACTH CYOBEKTOB
Poccuiickoit deneparuu,
OpraHax MECTHOI'O
camMOynpaBlieHus,
rOCy/IapCTBEHHBIX U
MYHHIIUTATbHBIX
MPEANPUATHSIX U
YUPEXKIIEHUSAX, HAYUYHBIX U
00pa3oBaTeNbHBIX
OpraHu3alusIX, HOTUTHUYECKUX
napTUsxX, OOIIECTBEHHO-
MOJINTUYECKUX,
KOMMEPYECKUX U
HEKOMMEPUYECKUX
OpraHHU3aIHsIX

IIK-15.1. [Ipumensiet Ha
MIPaKTUKE
[EHTPATU30BAHHYIO U
cMenIaHHbIe (POPMBI
BEJICHUS
JIeJIONPOU3BO/ICTBA,
CUCTEMY B3aMMOJECHCTBUS
B paMKax
BHYTPUBEJOMCTBEHHOTO U
MEXXBEJOMCTBEHHOTO
AJIEKTPOHHOTO
JIOKYMEHTO00O0pOoTa

3HaTh (GOPMBI BeIeHUS
JIEJIONPOU3BO/ICTBA.
YMeTh peanu3oBbIBaTh
pasHbie (HOpPMBI BEICHHS
JIeNTOTIPOU3BO/ICTBA.
BnaneTts HaBbIKaMu
OpTraHu3aIuu
3JIEKTPOHHOTO
JOKYMEHTO0000poTa

[IK-15.2. Ucnionb3yet
3HAHUA O COCTaBe
YIpaBIEHYECKUX
JIOKYMEHTOB, O0IITHE
TpeOOBaHUS K
o(OpMIICHUIO
JOKYMEHTOB, MIPOLIETYPY
dhopmMupoBaHUS
JOKYMEHTAIBHOTO (hOH/Ia
OpraHu3aluu Mpu
pelieHnn
po¢eCCUOHATBHBIX
3aaq

3HaTb OCHOBEI
JIETIOTIPOU3BO/ICTBA.
YMmetb 0popMIIATH
JIETIOBBIC JJOKYMEHTHI.
BnageTts HaBpIKAMH
dbopmMHupoBaHHS
JTOKYMEHTaIhHOTO (hOH/Ia
OpraHu3aIu




[IK-15.3. [Ipumenser
o01I1e TPUHITUTIBI
(bYHKIIMOHHPOBAHUS
CUCTEMBI 3JIEKTPOHHOTO
JTOKYMEHT0000poTa U
OCHOBHEIE TTOJIOKEHUS
3aKOHOJIaTeIbLCTBA 00
3JIEKTPOHHOU MOJMKUCH

3HaTh
(GYHKIIMOHUPOBAHHUE
CHCTEMBI AJIEKTPOHHOTO
JIOKYMEHTO000POTA.
YMeTb IPUMEHSTH
MPUHIIMIIBI CUCTEMBI
AIIEKTPOHHOTO
JIOKYMEHTO000pOTA.

Bnaners HaBeIKaMU
MIPUMEHEHUSI
3aKOHOJATEILCTBA 00
3JIEKTPOHHOM MOAMUCH

3. CTpyKTypa M coiep:KaHue TUCIHUIIHHbI

3.1. TpyaoeMKOCTb TUCHHIJIMHBI

Ounas popma OuHo-3204Hast
o0y4eHus1 (¢popma o0yuenust

OO0mast Tpy10eMKOCTh 33ET 33ET
Yacos 110 yueOHOMY IUIaHy, 108 108
B TOM YHUCIIE:
ayJAMTOpHBIC 3aHATHS (KOHTAKTHas paboTa): 49 17
— 3aHATHS JEKIMOHHOTO THIIA 16 8
— 3aHATHS CEMHHAPCKOTO THTIA (TPAKTHYECKHE 32 8
3aHsATHs / 1abopaTopHbie paboThI)
caMmocTosiTenbHast pabora 59 91
KCP 1 1

HpOMe)KyTO‘IHaH aTTeCrauusa — 3a4cT

3.2. ConeprxaHue QTMCUUIIITHHBI

B ToM unciie npu 04HO# popMe MOATOTOBKHU
KonrakTHasi paGora (pa6ora BO o
o (7]
HaumeHoBaHue U KpaTKoe B3aUMOACHCTBHN C g s
2]
coJep:kaHHe pa3esioB U TeM npenojaBaTesem), 4achl E =
—_
AMCUMILUIMHBI (MOYJIs), e E 13 I;HX S g =
S = e = = T2
. == = S = § e > =
(¢opma npomekyTOUHOI aTTECTANINH = = =%« o g 3
Mo AUCHUNJINHE (MOAYJII0) ® S E = & E s s S
= = 2 T = = ) R
S = S = SR
oM X M = =
) b5 ="
= S
Tema 1 OcHOBHBIC TOHATHS U
TEPMHUHOJIOTHUS TOKYMEHTAIIHOHHOTO
o0ecrieueHus ynpaBIeHHs, 16 2 4 6 10
HOPMaTUBHO-METOANYecKas O6a3a
JIEJIONPOU3BOJICTBA.
Tema 2 O6mue mpaBuiaa opopMIICHUS 16 2 6 3 g
JIOKYMEHTOB.




Tema 3 Ynpasnenueckas
JTOKYMEHTaIus: TpeOOBaHUs K 15 3 4 7 3
COCTaBJICHUIO B O(OPMIICHHIO.
TexHonorust paboThl ¢ JOKYMEHTAMH.
Tema 4. lokymeHTHpOBaHME
JEATENBHOCTH KOJIIETHAIbHBIX 14 2 4 6 8
OpraHoB.
Tema 5 [Ienonpou3BoACTBO MO
BOIPOCAM TPYJOBBIX OTHOILICHHHA 14 2 4 6 8
(KazipoBOE AEI0MPOU3BOJICTBO).
Tema 6. Jlenonpou3BoICTBO O
MUCbMEHHBIM M YCTHBIM 00paleHUsIM 16 2 4 6 10
rpaxaaH.
Tewma 7. Opranuzauus
IOKyMeHTO000poTa. OCHOBBI 16 3 6 9 7
aApXUBHOTO JIeTa.
KCP 1 1
KonTposs
IIpomeskyTOUHAs aTTecTAUMS — 3a4€T
B ToM umciie npu 04HO-3204HOM opme
NMOJATOTOBKH
KounrakTHasi pab6ora (padora Bo o
HanmeHnoBanue u KpaTkoe B3aMMO/ICHCTBHH C = S
coJep:kaHHe pa3lesioB U TeM npenojaaBartesiemM), 4acbl g3
AMCUMILIMHBI (MOYJIs), g ::; U3 HUX % E
R g o = zF 3
¢opma npomMeKyTOYHOM aTTeCTALMHU ~ = S = g e2 g
0 JUCHMILIHHE (MOLYJIIO) E z g = 2 E g S S
EEE| EEE| B |
= S
Tema 1 OcHOBHBIE OHATHA U
TEPMHUHOJIOTHUS IOKYMEHTAIIHOHHOTO
obecrieueHus yrpaBjICHHUS, 15 1 1 2 13
HOPMAaTUBHO-METOANYECKas 0a3a
JIeJIONPON3BOICTBA.
Tema 2 O6uue nmpaBuia opopmIICHUS 14 1 1 2 12
JOKYMEHTOB.
Tema 3 Ynpasnenueckas
JOKYMEHTaIus: TpeOOBaHUs K 18 2 1 3 15
COCTaBJICHUIO M O(OPMIICHHIO.
TexHonorust paboThl ¢ JOKYMEHTAMH.
Tema 4. JIokyMEHTUPOBaHUE
JESATETBbHOCTH KOJIJICTHATbHBIX 15 1 1 2 13
OpraHoB.
Tema 5 [lenonpou3BoicTBO TO
BOIIPOCAM TPYHOBBIX OTHOIIEHUI 15 1 1 2 13
(KaJ[poBOE JENIONPOU3BOJICTBO).




Tewma 6. [lenonpon3BoCcTBO MO
HMCHMEHHBIM M YCTHBIM OOpaIEHUSIM 15 1 1 2 13
rpak/IaH.

Tema 7. Opranuzanus
TOKYMEHT0000poTa. OCHOBBI 14 1 2 3 11
apXMBHOTO JIENa.

KCP 1 1

KoHnTpo:s

IIpomeskyTOYHAS aTTeCTALMS — 3a4€T

[TpakTHyeckue 3aHATHS OPraHMU3YyIOTCA, B TOM 4YHCle B (QopMe NPAKTHUECKON MOATOTOBKH,
KOTOpas NpeaycMaTpHBaeT ydacThe OOYdYaloUIMXCS B BBIMOJIHEHUHM OTICIBHBIX 3JIEMEHTOB paboT,
CBSI3aHHBIX ¢ OynyImien mpodeccuoHaIbHOM IS TETBHOCTHIO.

[IpakTuyeckass MOArOTOBKA MPEIyCMaTPUBAET BBINOJIHEHUE MPAKTHUUECKUX 33JaHUI HA OCHOBE
peaNbHBIX WU YCIOBHBIX MATEPUAJIOB U IAHHBIX.

Ha npoBenenue mnpakTUUecKuX 3aHATUH B (opMe MpPaKTUYECKOW MOATOTOBKH OTBOAMTCSA 6
4acoB.

[IpakTUyeckas MOArOTOBKA HaNpaBJeHa Ha (pOpMUPOBaHHE U Pa3BUTHUE:

- MPaKTUYECKUX HABBIKOB B COOTBETCTBUHU ¢ Tipoduiem OII:
Opranu3zanys npouecca KOJUIEKTUBHOTO PEIICHUs YIIPABICHUECKHUX 3a/a4;
[IpoexTpoBaHue OpraHU3aLMOHHBIX CTPYKTYP U AEIETHPOBAHUE TOJTHOMOYHIL;
Ocy1ecTBiieHHE TOCYTapCTBEHHON YIPABICHUECKOU MOJUTHKY;
AHaJIN3 MOJUTUYECKON CUTYallUH;
PazpaboTka METOMYECKUX U CIPABOYHBIX JJOKYMEHTOB B c(hepe rocy1apCTBEHHOTO YIIPABICHHUS;
AHanu3 coCTOSIHUS 3KOHOMHKH U 00I1IEeCTBa;
B3aumoneiicTBre ¢ IpYyrUMHU JIMLIAMH 110 CITYeOHBIM BOIIPOCaM;
[ToBbIIEHNE UMUIKA OPTAHOB FOCYJAPCTBEHHOM BIACTH;
PazpaboTka MpoeKkTOB U MPOTrPaMM Pa3BUTHUS;
10. Ynopasnenue peanuzanueid MpoeKTOB TOCYJaPCTBEHHOIO YIIPABIICHHUS;
11. BeimonHeHnEe KaKIOJHEBHBIX CIIY)KEOHBIX 00S3aHHOCTEIH;
12. ITnanupoBanue 3¢ HEeKTUBHOCTH ICITSIbHOCTH;
13. Benenue city:keOHOTO J1€T0IPOU3BOJICTBA;
14. TexHomoruueckoe odecrneueHrne PyHKIIMOHUPOBAHKS OPTAHOB BJIACTH;
15. OxazaHue rocy1apCTBEHHBIX YCIYT 3asBUTEISM;
16. AHanu3 KayecTBa yIpaBJICHYECKUX PEIICHUH U MPOIecca NX peaTn3allii;
17. KoHTpOJIb NCIIOJTHEHUS PELIECHMUI;
- kommerennui ITK-7, TTK-15.
Texymui KOHTPOJIb YCIIEBAEMOCTH PEAIM3YETCs B paMKaxX 3aHATUN CEMUHAPCKOIO TUIIA.

WO E WD =

4. Y4eOHO-MeTOAHYECKOE 0O0ecnedeHHe CAMOCTOATEILHOM padoThl 00y4aommXxcst

CamocTtosTenbHas paboTa SBISETCS Ba)KHEHIIEH COCTaBHOM 4YacThi0 y4eOHOro mpolecca u
00513aHHOCTBIO Ka)XJ0ro cryieHta. KadecTBo ycBoeHUs y4eOHON NHCHUIUIMHBI HAXOAWUTCS B MPAMOIt
3aBHCHMOCTH OT CIIOCOOHOCTH CTYJIEHTa CAMOCTOSITETLHO U TBOPUYECKU YUUTHCS.

L[em; CaMOCTOSITEILHOM pa6OTbI — IIOATOTOBKAa COBPEMCHHOI'0 KOMIICTCHTHOIO CIICUMAINCTa H
(dopMHpoBaHUE CIIOCOOHOCTEH M HABBIKOB K HENPEPHIBHOMY CaMOOOpPa30BAHUIO U MPOPECCHOHATEHOMY
COBEPLICHCTBOBAHHUIO.

CamocrosTenpHas paboTa sSBIsIeTCsl Hanboee AesITeNbHBIM U TBOPYECKUM TPOLECCOM, KOTOPBIH
BBIMIOJIHACT DA JUJAKTHYECKUX (QYHKUUH: CIOCOOCTBYeT (OPMHPOBAHUIO TUATIEKTHYECKOTO
MBIIIJICHUS, BBIPA0ATHIBAET BBICOKYIO KYJIBTYPY YMCTBEHHOT'O TPYZAd, COBEPIIEHCTBYET CIIOCOOBI
OpraHu3alK M03HABATEIbHON AEATENbHOCTH, BOCIUTBHIBAET OTBETCTBEHHOCTH, IIEJICYCTPEMIIEHHOCTH,



CUCTEMAaTUYHOCTh U MOCIIE0BATEILHOCTh B PA0OTE CTY/IC€HTOB, Pa3BUBAET Y HUX OEpeKHOE OTHOILIECHUE
K CBOEMY BpEMEHH, CIIOCOOHOCTH JOBOJIUTH JI0 KOHIIA HAYaTOE JIEO.

CamocTrosTenbHas paboTa CTyOeHTa — 3TO BCA ero paboTa IO OBJIAJECHHUIO COJIEp)KaHUEM
yLI€6HOI\/'I JAUCHUIINIMHBL U COOTBCTCTBYIOIIMMHU MNPAKTHYCCKUMHU HABBIKAMU W YMCHUSMMU, AKTHBHaA
MHTEJJIEKTyallbHas AESITebHOCTD.

CO,Z[Gp)KaHI/ICM CaMOCTOSITCIILHOU pa6OTI>I CTYACHTOB SABJIAIOTCA CJICAYIOIIUC €€ BUIBI:

— MH3YUYCHHUC MOHATUIHOI'O arrapara JUCHHUIIIINHBI;

— HU3YYEHHE TE€M CAMOCTOSTEIbHOM MOATOTOBKH 10 Y4eOHO-TEMaTHYECKOMY ILJIaHy;
— paboTa HaJl OCHOBHOM U JOTIOJHUTEILHOM JINTEPATypOil;

— caMocTosTeNnbHas paboTa CTy/IeHTa B OMOIHOTEKE;

— HU3y4yeHHe CaliToOB [0 TeMaM JUCLUIUIMHBI B ceTu VIHTepHeT.

N3yvyeHue MOHATHIHOIO aNMAPATA U CHUIINHBI

Bes  cucrema  MHIOMBHIYaJdbHOM CaMOCTOSITETIBHOM paboOTHl JIOMKHA OBITH HOJYHMHEHA
OCMBICIIEHHIO KaTeropuil OOIIero ympaBieHHs, YCBOCHHMIO MOHATUHHOrO ammapara Kypca, MOCKOJIbKY
OJTHOM M3 BaXXHEHIIMX 3aJa4 IOJATOTOBKM COBPEMEHHOIO TIPAaMOTHOIO CHELUAINCTA SIBISAETCS
OBIIaJICHHE U IPAMOTHOE MPUMEHEHHE MpodeccnoHaNbHOM TepMuHOIoruu. [lonbiTka MOHATH TPUPOLY
npogeccuoHaIbHONH padoThl CHENUANINCTAa BHE H3YYEHHsS] COOTBETCTBYIOIIETO «s3bIKa», HAa YPOBHE
OBITOBBIX MPEJCTaBICHUI 0OpedYeHa Ha MpoBaJl.

JlyymieMy YCBOEHMI0O M TIOHMMAHHUIO JUCHUIUIMHBI IIOMOTYT pAa3JIMYHbIE SHIUKIIONEINH,
CJIOBApH, CIPAaBOYHHKH U APYTHE MATEPUAIIbI, YKa3aHHBIE B COOTBETCTBYIOIIMX TEMaxX AUCIUIUIMHBL.

N3yuyeHnne TeM caMOCTOATEIBLHOM NOATOTOBKH 10 Y4e0HO-TEMATHYECKOMY IIAHY

Ocoboe MeCTO OTBOJUTCSI CaMOCTOSITENIbHOW MPOpabOTKe CTYACHTAaMH OTIEIBHBIX pa3iesioB U
TEM MO0 M3y4aeMou aucruruinHe. Takoil moaxo1 BeIpabaThIBaeT y CTYACHTOB HHUIIMATUBY, CTPEMIICHUE
K YBEIMUYEHHIO 00beMa 3HaHWMH, BEIPAOOTKE YMEHUH U HABBIKOB BCECTOPOHHETO OBJIAJEHUS CIOcO0aMU
U TIpUeMaMiy PO eCCUOHATBHOM e TETbHOCTH.

N3yueHune BONpPOCOB OYEepenHOM TeMbl TpeOyeT IiTyOOKOro YCBOEHHS TEOPETHYECKHX OCHOB
Kypca, PacKpBITHUSl CYIIHOCTH OCHOBHBIX KaTerOpHil yIpaBlieHHs, MPOOJIEMHBIX ACHEKTOB TEMBI H
aHaIM3a PaKTUYECKOro MaTepHaa.

PaGora HaJ OCHOBHOM M 1ONOJTHUTEIbHOM JIUTEPATYPOil

W3ydenune pekoMeHI0BaHHON JIUTEPATYPHI CIEAYET HAUUHAThH ¢ YUeOHUKOB M yueOHBIX TOCOOuii,
3aTeM MepexOoAuTh K HOPMATHBHO-IPABOBBHIM aKTaM, Hay4YHbIM MOHOrpadusM U Marepuaiam
nepuonnveckux u3fganuid. [Ipu 3TOM OYeHb MOJIE3HO JAenaTh BBITUCKHM W KOHCIEKTHI HauOojee
WHTEPECHBIX MaTepUaioB. DTO HE TOJbKO MOOWMIM3YeT BHUMaHWE, HO U CIOCOOCTByeT OoJjee
r7TyOOKOMY OCMBICIICHHIO MaTepHaja M JydlleMy €ro 3allOMHHAHUIO. 3almucu Kak Obl KOHTPOJIUPYIOT
BOCHpUATHE MpounTaHHoro. KpoMe Toro, Takasi mpakTUKa YYUT CTYJE€HTOB OTIEIATH B TEKCTE INIaBHOE
OT BTOPOCTENEHHOTO, a TaKXXe IO3BOJISIET MPOBOIUTH CHCTEMATHU3ALMUIO W CPABHUTEIBHBIA aHAIIN3
n3y4aeMoi nH(pOopMalnu, YTO YPE3BHIYAIHO BaXKHO B YCIOBHSIX OOJIBIIOTO KOJIMYECTBA pa3HOOOPa3HBIX
[0 KA4eCTBY M COJAEP)KAaHUIO CBeJeHUU. Takum o0pa3oMm, KOHCIEKTUPOBAaHHME — OJHA M3 OCHOBHBIX
($hopM caMOCTOATENFHOTO TPY/la, TPEOYIOIIas OT CTYACHTa aKTUBHO pab0oTaTh ¢ YU4eOHOU JTUTEpaTypoOil 1
HE OrPaHMYUBATHCS KOHCIIEKTOM JICKIIHIA.

CTyneHT JO0KEH YMETh CaMOCTOATEIbHO MOJO0MpaTh HEOOXOAMMYIO JJisi y4eOHOH M HaydHOU
paboTtsl uTepatypy. [Ipu 3ToM cnemyeT oOpamarses K IpeIMETHBIM KaTanoraMm u Oudauorpaguaeckum
CIIPaBOYHHUKAM, KOTOPBIE UMEIOTCS B OMOIHOTEeKAX.

Jist akKyMyIsIuy “HQOpMAaNuK 10 U3y4aeMbIM TEMaM PEKOMEHAYETCsl (OPMUPOBATH JTHYHBIHA
apXxuB, a TAKXKe KaTaJIOT UCIIOJIb3yEeMbIX HCTOUYHUKOB. [Ipu 3TOM ecnu yxke Ha IepBbIX Kypcax 00ydeHHs
CTYZICHT OIpeaensieT sl ce0s Hanbosee HHTepecHbIe chepsl A U3ydeHus, TO mojo0Has paboTa Oyaer
BeChbMa MPOYKTUBHOM C TOUKH 3peHUst GopMHUpOBaHUs OubInorpaduu A1 MOCaeayOmero HarCcanus
BBIITYCKHOW KBaTH(PHUKAIMOHHON pabOTHI Ha BBITYCKHOM Kypce.



CamocrosiTesbHast paboTa CTyAeHTa B On0/InoTexe

BaXHBIM ~ acCIeKTOM  CaMOCTOSITEIbHOH  IMOATOTOBKH  CTYACHTOB sIBIsieTCs  paboTa ¢
OuOIMOTEeYHBIM (HOHIOM.
Oto paboTa MHOrOacleKTHa W MPEAnojaraeT pa3juyHble BapHAHTHl  TTOBBIIICHHS

po(eCCHOHATLHOTO YPOBHS CTYACHTOB TaK M 3a04HOI (POpPMBI 00ydeHUs, B TOM YHCIIE:

— TOJY4YEeHUE KHUT JJIS TOAPOOHOTr0 U3yYSHHS B TEUEHHE CeMecTpa Ha Hay4HOM a0OHEMEHTE;

— W3y4YeHHE KHUT, )KypHAJIOB, Ta3eT — B YUTAITHHOM 3aJI¢;

— BO3MOYKHOCTbH IIOMCKa HEOOXOJMMOT0 MaTepualia IocpeICTBOM JIEKTPOHHOTO KaTajora;

— TOJlydeHHWE HEOOXOOMMBIX CBEACHHH 00 WCTOYHMKAX WHGOPMALUK Yy COTPYJHHKOB
OUOINOTEKH.

[lpn mOArOTOBKE NHCBMEHHBIX PA0OT CTYACHTOB, TNPEICTABISIEMBIX HMH HAa CEMHHAPCKHX
3aHATUSAX, BAXHBIM sBiseTcs (opMmupoBaHue OuOIMorpaguu mo m3ydaemoil temartuke. Ilpu sTom
PEKOMEH/IyeTCsl MCTIONIb30BaTh HECKOJIBKO KaTeTOPHH MCTOYHUKOB MH(OpMALK: yaeOHbIE TTOCOONS s
BY30B, MOHOTrpaduu, NEPHOAMYECKUE H3IAHUS, 3aKOHOJATEJIbHBIE W HOPMATUBHBIE TOKYMEHTHI,
CTaTHCTHYECKHE MaTEepPHaIbl, HH(OPMAIIUIO TOCYIapCTBEHHBIX OPraHOB BIACTH U YIPABICHUS, OPraHOB
MECTHOT'O CaMOYIPAaBJICHHUs, IIEPEBOIHBIC U3/IaHU, @ TAKXKE TPY/Ibl 3apYOEIKHBIX aBTOPOB B OPUTHHAJIE.

Becp coOpanHBIII Marepuasn CleayeT CHCTEMaTH3MPOBaTh, BBIABUTH KIIIOYEBHIE BOMPOCHI
M3y4yaeMOM TEMAaTHKH M OCYIIECTBUTh CPABHUTENbHBIM aHaIM3 MHEHMH pa3iMyHBIX aBTOPOB IIO
CYIIECTBY 3THX BOMPOCOB. KOHCTPYKTUBHBIM B 3TOW pabOTe SBISICTCS BBIpAOOTKA yMEHHUs 00001IaTh
OonbIIol 00bEeM MaTepuana, JenaTh BHIBOJAbL. BechMa MO3UTHBHBIM MPH 3TOM TAKXKE CIEIyeT CUUTATh
MOMBITKY CTY/IEHTa BBIPA0OTaTh COOCTBEHHYIO TOUKY 3PEHHS IO UCCIIeyeMOil MpodIeMaTHKe.

H3yuyeHne caiToOB M0 TeMaM JUCHUILIAHBI B ceT UHTEepHeT

Pecypcm I/IHTepHeT ABJISIFOTCA OJHUM M3 aJIbTCPHATHBHBIX HWCTOYHUKOB 6I>ICTpOI‘O IIOHUCKa

Tpedyemoi

uHpopmaruu.

Nx

HCIIOJIBb30BaHUC

BO3MOKHO

JOIMOJIHUTCIIBbHBIX CBGI[GHI/Iﬁ 10 U3y4aCMbIM MaTCpHaiaM.

TSt

IMOJIYYCHHA

OCHOBHBIX H

KoHTponpHBIE BOMPOCHL U 3aJaHUs ISl TPOBEACHUS TEKYIIETO KOHTPOJIS M MPOMEKYTOUHOU
aTTeCTAIlM! TI0 UTOT'aM OCBOCHHUS AUCUUIUIMHBI IPUBEACHHI B 1. 5.2.
s obecrieueHus caMOCTOSTEIbHON PabOThI OO0YYAIOMIMXCS HMCIONB3YeTCsl AJICKTPOHHBIA KYpC,

CO3JIaHHBIN B cucTeMe aekTpoHHoro ooydyenuss HHI'Y - https://e-learning.unn.ru/

5. ®oH OLIEHOYHBIX CPEICTB /JIsl MIPOMEKYTOYHOM aTTeCTAIMH MO JUCHUNINHE (MOAYJII0)

5.1. Onucanue MIKAJ OLIEHUBAHUSA Pe3YJIbTATOB 00yYeHHsl MO JUCIHUIIIIHHE

Yposenn Il kana oueHnBaHUs cPOPMAPOBAHHOCTH KOMIIETEHIIHI
copmupoBan
Hoerd NJ10X0 HEYAOBIETBO | yAOBIACTEOPH XopouIo oteHy OTJIHYHO NPEeBOCX0HO
KOMIIETEHIIU N PUTEJIBHO TEJIBbHO xopomo
(MHIMKaTOpa
AOCTH:KEHUS He 324TeHO 3a4TeHO
KOMIIETEHITHI)
OtcyrcTBHE Yposenb MunumansHo | YpoBeHb YpoBeHb Yposenb Yposenb
3HaHUHN 3HAHUN HWXKE | JOIyCTUMBIN 3HaHU# B 3HaHU# B 3HAHUH B 3HAHUH B
TEOPETUYECKO | MHHUMAJIBHBIX | YPOBEHb o0beMe, o0beme, o0beMe, o0BeMe,
To MaTepuana. | TpeOOBaHMIA. 3HaHUH. COOTBETCTBYIO | COOTBETCTBYIO | COOTBETCTBYIO | NpPEBBIIIAIO-
Heso3mox- Nmenu mecto | HdomyuieHo iem iem EM EM
3HaHuA HOCTb OIICHUTH | IpyObIe MHOTO porpamMme porpamMme porpaMme IIporpaMMy
TIOJTHOTY OIINOKH HeTpyOBIX TIOJITOTOBKHL. TIOJITOTOBKHL. MIOJTOTOBKH, MOATOTOBKH
3HAHUH omunoOKu JonymieHo JonymieHo 6e3 omuooK
BCIIEJICTBHE HECKOJIBKO HECKOJIBKO
OTKa3a HErpyObIX HECYIIIECTBEH-
oOyyaromierocs omnooK HBIX OLIHOOK
OT OTBETa
YMmenus OTtcyTcTBHE IIpu pemenun | Ilpogemoncrp | IlpompemoHcT- ITponemonctp | Ilponemoncr- | IlpogemoHCT-
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MUHUMAQJIBHBIX | CTAHAAPTHBIX | MUPOBAHBI pUpOBaHBI BCE | UPOBAHBI BCE | PUPOBAHBI BCE | PUPOBAHBI BCE
YMEHHUH. 3aJ1a4 HE OCHOBHBIC OCHOBHBIC OCHOBHBIC OCHOBHBIC OCHOBHBIC
Heso3mox- NPOJAEMOHCTP | YMEHHS. YMEHUS. YMEHUA. yMEHU, YMEHUA.
HOCTb OLICHUTb | UPOBaHbI Pewensr Pewens! Bce Pewenst Bce pelIeHbl Bce Pewens! Bce
HaJIn4yue OCHOBHBIC THUIIOBBIC OCHOBHBIC OCHOBHBIC OCHOBHBIC OCHOBHBIC
yMeHI/Iﬁ yYMEHus. 3aJa4u C 3aJa4u C 3aJa4yu. 3aa4u C 3aa4u.
BCJICACTBHC Nmenn mecTo Herpy6bIMI/I Herpy6bIMI/I BrimonneHsr OTACIIBHBIMHU BEINoJIHEHEI
OTKasa pr6BIe 0].HI/I6K3MI/I. 0].HI/I6K3MI/I. BCC 3a1aHUA, HECYIIECTBCH BCC 3a1aHus,
06yqa10u_{eroc;1 OLINOKH BrInonHeHsI BrInonHeHsI B ITIOJITHOM HbIM B IIOJTHOM
OT OTBETA BCE 3aIaHMsI, BCeE 3aJaHus, B | 00beMe, HO HeI04YeTaMHu, o0BneMe 0Oe3
HO HEC B IIOJTHOM HEKOTOPHBIE C BBITTIOJIHCHBI HCI0YCTOB
MOJIHOM o0BeEME, HO HeJao4YeTaMu BCC 3aJlaHMs B
o0beMe HEKOTOPLIE C IIOJIHOM
HeJ0YeTaMu o0beme
OtcyrcTBHE [Ipu pemienuun | Umeercs IIponemoncr- IIponemoncr- | IIponemonct- | IIpoaemoHcT-
BIIaJCHUA CTaHAapTHBIX MUHUMAaJbHBIA PHUPOBAHLL PHUPOBAHLL PUPOBAHBI PpUpOBaH
MaTepUaIOM. 3a71a4 He Ha0Op HaBBIKOB| 0a30BbIE 0a3oBbIe HaBBIKU IPH TBOPYECKUI
Heso3mox- NIPOAEMOHCTPH | Ul pELICHUS HAaBBIKH IIPU HAaBBIKH IIPU pelenun TOAXO0M K
Hapbixu HOCTb OLICHHUTBH | POBaHBI CTaHJAPTHBIX | PEILICHHUH peleHnn HECTaHJIApTH peLIeHunto
- HaJan4ue 0a30BbIe 3a1a4 ¢ CTaHIAPTHBIX CTaHAAPTHBIX | BIX 3a1a4 0e3 HECTaHIapT-
HAaBBIKOB HaBBIKHU. HEKOTOPbIMU 3a1a4 C 3aaa4 663 OHIH6OK u HBbIX 3aJ1a4
BCJICACTBUC Nmenn mecTo HEA04YCTaMU HEKOTOPbIMU OI_HI/I60K u HCO0YCTOB
OTKa3sa pr6BIe HEO04YCTaMU HCOO0YCTOB
00ydJaromerocsi| OMIMOKH
OT OTBETA
Ikana oneHKH NpU MPOMEKYTOYHOM aTTeCTAMHU
Onenka YpoBeHb NOATOTOBKH
NMPEeBOCXOIHO Bce xommereHIuu (4acTu KOMITETEHIIMIA), HA (OPMHPOBAHUE KOTOPBIX
HalpaBjieHa TUCIUIUIMHA, CHOPMHPOBAHBEI Ha YpPOBHE HE HIKE
«IIPEBOCXOJIHO», MPOAEMOHCTPUPOBAHBI 3HAHWS, YMEHHUS, BIAICHUSA IO
COOTBETCTBYIOIIIMM KOMIIETEHIIUSAM Ha YPOBHE, BBILIE IPEAYCMOTPEHHOTO
MIPOTPaMMOit
OTJIMYHO Bce xommeTeHmmE (JacTH KOMIIETCHIIHM), Ha (OPMHPOBAHHUE KOTOPBIX
HampaBlicHa JWCIUIUIMHA, C(QOpPMUPOBaHBI HAa YpPOBHE HE HIKE
«OTIIMYHO», TPU ITOM XOTs ObI OJHA KOMIETEHIUs c(hOpMHUpOBaHA Ha
YPOBHE «OTIUYHO
O0YeHb XOPOIIIo Bce xommeTeHmmm (JacTH KOMIIETCHIIHM), Ha (OPMHPOBAHHUE KOTOPBIX
HamNpaBlicHa NWCIUILUINHA, CQOPMHUPOBAHBI HA YPOBHE HE HIKE «OUYCHBb
XOpOIIO», TPU ATOM XOTS OBl OJHA KOMIIETCHIMs c(opMHupoBaHa Ha
YPOBHE «OUE€HB XOPOIIIO»
3a4YTECHO =
XO0pOIo Bce xommeTeHmmE (JacTH KOMIIETCHIHIN), Ha (OPMHPOBAHHUE KOTOPBIX
HampaBlicHa JAWCIUIUIMHA, C(QOPMUPOBaHBEI Ha YpPOBHE HE HIKE
«XOpOIIO», MPH ATOM XOTS OBl OJHA KOMIICTCHIUs ChOpMHpOBaHA Ha
YPOBHE «XOPOIIO»
Y0BJIETBOPUTEILHO Bce xommereHIuu (4acTu KOMITETEHIIMIA), HA (POPMHPOBAHUE KOTOPBIX
HampaBlicHa JAWCIUIUIMHA, C(QOpPMUPOBaHBI Ha YpPOBHE HE HIDKE
«yIOBJICTBOPUTEIBHO», TMPH OTOM XOTSI OBl OJHA KOMIICTCHIUS
chopMupoBaHa Ha YPOBHE «YAOBIECTBOPUTEIHLHO»

HEYJI0BJIETBOPUTENDb | XoTs  Obl  oaHa  KoMmIeTeHmHs  cHOpMUpPOBaHa  Ha  YPOBHE
He HO «HEYJIOBJICTBOPUTEIIBHO», HU OJHA M3 KOMIICTCHIUI He c(hopMUpoBaHa
329TeHO Ha YPOBHE «IJIOXO0

IJ10X0 XoTs Obl 0/THA KOMIIETESHIUS CPOPMHUPOBAHA HA YPOBHE «ILIIOXO0»

5.2. TunoBbIe KOHTPOJIbHbIE 32JaHUS WM HHbIE MATePUAJIbl, He00OX0AUMBbIe JIJIsl OIleHKH

pe3yJibTaToB 00y4eHHus

TeMBbI JOKJIAJA0B AJ OIeHKH 3HAHUH KomneTennuii OIIK-4
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1. IToaroroBka mpoekTa NprKas3a o OCHOBHOM JAeATeIbHOCTH. BUibl TpuKa3o0B.

2. IloarotoBka MpoeKkTa KOMMEpUYECKOoro (1esoBoro) nuchbMa. CTpykTypa nucbMa. TpeGoBaHus K
uHpOpMalHH, COAEPIKAILEHCS B TUChME.

3. Pabota B opranax rocyJapCTBEHHOH BJIACTH C OOpAIIEHUSMH TPaX/IaH.

TeMbBI TOKJIAJA0B AJ OLleHKH 3HAHUH kKoMmneTrennui ITK-7

4. Bugsl nucem. ITucbmo — npocs0a; MUCbMO — HATOMUHAHUE; COMTPOBOAUTENLHOE (JJOTOBOPHOE)
MUCHMO; TAPAHTHIHHOE MHCHMO; PETEH3NOHHOE MTUCHMO; JTUIIIOMATHIECKOE TIHCHMO.

5. CriocoOsbI nepenaun HHPOPMAIUH: 3JIEKTPOHHOE MUCHMO; (paKc; TejaerpaMmma U ApyrHe.

6. HopmatuBHBIC 1 OpraHU3aIlMOHHBIE JOKYMEHTAIIMOHHOE 00eCIIeYeHUE YIIPaBICHNUS.

TeMbI JOKJIAA0B AJM OLEeHKH 3HAHUH Komnerenuui IMK-15

1. JlokymeHTOOOOpOT.

2. JIoKyMeHTBI i1l BHYTPEHHETO MOJIb30BaHUS.

3. JIOKyMEHTHI JIJIsl BHELIHETO MOJIb30BAHMUS.

4. CnyxeOHast gokyMeHTanus. CoOmyTCTBYIOIIME OOCTOATENhCTBA: KOMMEpUYECKas TaifHa,
TUIUYHBIE OITUOKH.

5. Metonuka opMHupOBaHHS JIe], IEpeladdl UX B apXUB, HCIIOIH30BAHMS APXUBHBIX MaTEPHAIIOB.

6. TunuuHple OMMUOKH B A3BIKE U CTHJIE JOKYMEHTOB.

7. Metoauka pejakTUpOBaHUS TEKCTOB IOKYMEHTOB.

IIpumepHbIe TecTOBBIE 3aaHNU 1JIS OLEHKU YMeHHH U Biaaaennii komnerenuuii [1K-7

1. Tloamucanue SIBISIETCS:

a) CIocoOOM COTJIACOBAaHUS TIOKyMEHTa

b) crrocob6oM BEIpayKeHHSI OTBETCTBEHHOCTH 3a COJICp)KaHHE JOKYMEHTA
C) crnoco0OM yTBEpKICHUS JOKYMEHTa

d) cmtoco6oM 03HAKOMIICHHS C COJEP)KaHNEM JIOKYMEHTA

€) €AMHCTBEHHBIM CIIOCOOOM YZOCTOBEPEHUS TOKYMEHTA

2. 3arosoBOK K TEKCTY MPOTOKOJIA TOJKEH (hOPMYITHUPOBATHCS B
a) BUHUTEILHOM najieke (Koro, 4ro?)

b) narenbHOM majexe (Komy, yemy?)

C) TpeIOKHOM najaexe (0 yeM?)

d) poauTenbHOM Majexe (Koro, 4ero?)

I[IpumepHbIe TeCTOBBIE 3aJaHNS JJIs1 OLEHKH YMeHUH 1 Bjaajgennii komnerenuuii OIIK-4

1. VYkazaHus 10 UCMIOJHEHUIO JOKYMEHTA COAEPIKATCS B PEKBU3UTE
a) TEKCT IOKyMEHTa

b) rpu¢ yrBepxaeHus

C) 3aroJjoBOK K TEKCTY

d) HU B KaKOM

2. CornacoBaHue ObIBaeT:

a) BHYTPEHHUM U BHEIIHUM

b) MOJTHBIM U KPaTKUM

C) CJIOKHBIM U IIPOCTBHIM

d) ¢ pykoBoaUTENEM YUPEKACHUS U C PYKOBOJIUTEIEM MOAPA3ICICHUS
€) C BBIIIECTOSIIIUMHU PYKOBOJAUTEIISIMU HITH OPTaHU3AIUSIMH
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IIpumMepHbIe TeCTOBbIE 3aJaHUs JJIsl OLEHKH YMeHuil u Biaagennii komnerenuuii IMK-15

1. Kparkoe n3noxkeHne cMbicia JOKyMEHTa COJIEPKUTCS B PEKBU3UTE

a) pe30JIoLHUs

b) TekcT noKyMeHTa

C) OTMETKA O KOHTpOJIE
d) 3aroJloBOK K TEKCTYy

2. HO,Z[HI/ICB OTACIACTCA OT TCKCTAa

a) MHTEPBAJIOM

b) 2 untepBaiamu
¢) 3 uHTEepBaIaMu
d) 6e3 mHTEpBaANTA

3. IlpaBunbpHas JomycTHMash HyMepalus pas3fesioB, MOJApa3esioB, MYHKTOB M MOJIMYHKTOB
JIOKyMEHTa

a) I, 11, III

b) 1,2,3

c) a,0,B

4.  OtMmeTKy 00 UCIIOJIHUTEIE TOKYMEHTA MPABUIBLHO PACHIOJIOKHUTD B

a) JIEBOM HWIKHEM YTJIy JIUIIEBOW UM 00OPOTHOM CTOPOHBI IIEPBOTO JIUCTA TOKYMEHTA

b) mpaBoM HMXKHEM YTy JIMIEBOW MIIM 0OOPOTHON CTOPOHBI MOCIIEAHETO JINCTA JOKYMEHTA

C) JIGBOM HIDKHEM YTJTy JIMIIEBOW MJIM OOOPOTHON CTOPOHBI MOCEAHETO JINCTA IOKYMEHTA

Bomnpocsl k 3auety no gucuuiinHe 11 ouenku komnerenuun I[K-7, IIK-15, OITK-4

DTarnbl CTaHOBIICHHS JINIONPOU3BOCTBa B Poccum.
JoxyMeHT. DyHKIIMHU JOKYMEHTA.
JenomnpousBoactBo. HopmartusHo-mipaBoBas 6a3za AeI0MpPOU3BOICTBA.
VYHudukauus u cTaHaapTU3anus B 1€JI0NPOU3BOJICTBE.
Krnaccudukanus 1emoBoit TOKyMEHTaIUH.
OO6mwme HOpMBI U TIpaBuiIa 0GOPMIICHHS JTOKYMEHTOB ((hopmat, moJisi, HyMepalusi CTpaHuII,
oopmienue 1atel).

7. OpraHu3alvOHHO-PACIIOPAIUTENbHbBIE TOKYMEHTHI, UX BUIbL.

8. T'OCT P 7.0.97-2016. O6nacts npuMeHEHHUSI.

9. Cocras pekBu3uToB OP/]. Cxembl pacniosoxKeHus: pEKBU3UTOB.

10. bnaHku IOKYyMEHTOB.

11. T'epOoBbie OMaHKM TOKYMEHTOB. TpeOOBaHMsI K U3TOTOBJICHHIO, YUETY U XPAHCHHIO.

12. TpeGoBanusi k odopmienuto pekBuzuToB OPJl, pa3MelieHHBIX Ha IMOJi€ YIJIOBOTO HIIH
MPOJIOJILHOTO IITAMIIOB.

13. TpeGoanus k opopmienuto pekBu3uToB OP /I, pa3MemieHHbIX Ha pabodyeM Mojie JOKYMEHTA.

14. TpeboBanmsi k odopmieHuro gokymMmeHTOB OPII, pa3smemeHHBIX Ha CIy>)keOHOM TIOJIe
JTOKYMEHTA.

15. OdopmieHue opraHHW3aIMOHHBIX JOKYMEHTOB (yCTaB, IITaTHOE pacluCaHue, IOJOKEHHUE,
JOJDKHOCTHAs! MHCTPYKIIMS).

16. OdopmieHue pacmopsAUTEIBHBIX JOKYMEHTOB (ITOCTAHOBJICHHWE, YyKa3aHHWE, MpPHUKa3 II0
OCHOBHOM JIEATEIHLHOCTH).

17. OdopmieHue CiryKeOHBIX TTUCEM.

18. OdopmieHne MPOTOKOIIA, aKTa.

19. OdopmieHue TOKIaTHOH, CITY)KEOHOU U OOBSICHUTEIIBHON 3aITHUCOK.

20. CtpykTypa ciy>KObl 1eJT0MPONU3BOICTBA.

21. HopmatuBHO-ipaBoBas 6a3a AeIONPOU3BOACTBEHHOM CITYKOBI.

R N
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22. WHCTpyKUHs N0 ACJIONPOU3BOICTBY.

23. Topsaok MpOXOXKJIEHHUS U UCTIOTHEHUS BXOJAALINX, HCXOSAIIMX U BHYTPEHHUX JOKYMEHTOB.
Perucrpanus 10KyMEeHTOB.

24. Pabora ¢ TUCbMEHHBIMU OOPAIICHUSMH TPAXKIAH.

25. O0BeM TOKYMEHTOOOOpOTA.

26. Knaccudukanus J0KyMEHTOB 10 JTUYHOMY COCTaBY.

27. OdopmieHre TOKYMEHTOB IIPH MOCTYIJICHUU Ha paboTy.

28. OdopmiieHne Tpy0BOI KHIKKH, IIEpeBO] pabOTHHUKA Ha IPYTYIO paboTy.

29. OdopmieHue oTIycKa, Mepbl B3bICKaHUS U MOOIIPEHHUS.

30. CocTaB JOKYMEHTALUU MPH YBOJbHEHUH PAOOTHUKA.

31. CocraBiieHuE HOMEHKJIATYphl €.

32. IpaBuna popmupoBanus nen. [loaAroroBka Kk apxMBHOMY XpaHEHUIO.

6. YueOHO-MeTOAMYECKOE M HH(POPMALMOHHOE 00ecnevyeHHue U CHUILINHBI

a) OcHOBHas UTEpaTypa:

1. T.A. beikoBa, T.B. Ky3nernoga, JI.B. Cankuna JlokymeHTaIlmoHHOE OOCCTICUCHHE YIIPaBICHUS
(menompousBoaCTBO); o ooml. pen. T.B. Ky3nemnosoii: yueb. mocobue /. — 2-¢ usn., nepepad. u A0I. —
M.: UHOPA-M, 2018. — 304 c. + [on. marepuanbl [DNEKTpOHHBIA pecypc; Pexum ngoctyna
http://www.znanium.com]. — (Beiciee oOpa3oBanue: bakamaBpuar). — Pexum npocryma:
http://znanium.com/catalog/product/942800

2. I'yryeBa T.A. Kon¢puaenuuansHnoe aenonpous3BoAcTBo: yued. mocodue / T.A. I'yryesa. — 2-¢
u3., mepepad. u gom. — M.: MTHOPA-M, 2017. — 199 c. (noctynHo B OBC «3HanmyM», peKUM JI0CTyMa:
http://znanium.com/catalog.php?bookinfo=766722)

3. IManacenxko FO.A. Jlenmonmpow3BOACTBO: JOKYMEHTAIIMOHHOE OOECIICUeHHE YIpPaBJICHUS:
Yuebnoe mocobue / [lanacenko FO.A., — 3-e uzn. — M.: PUOP, UH®PA-M, 2016. — 112 c. (1ocTymHO B
OBbC «3Hanmym», pexxum noctyma: http://znanium.com/catalog.php?bookinfo=542773)

4. AM. Acanues, I.1. Muponosa, E.A. Kocapesa, I'.I'. BykoBnu OCHOBBI J€J10IpOU3BO/CTBA:
yue0. mocobue. — 2-¢ u3a., ucnp. u gon. — M.: UHOPA-M, 2019. — 146 c. — (Bsicmiee oOpa3oBaHue:
bakanaspuar). - www.dx.doi.org/10.12737/24426. - Pexxum JOCTyna:
http://znanium.com/catalog/product/989597

0) lonomuuTtensHas TuTeparypa:

1. KupcanoBa M.B. CoBpemeHHOE nenonpou3BoAcTBO: YdeOHoe mocodme / M.B. Kupcanona;
Poccuiickass Axamemuss rtoc. cuyx0bsl mnpu Ilpesupentre PD (PAI'C). - 4-e w3n. - M.:
HUI[ UWH®PA-M,2014 - 312 c.: (moctynHo B OBC «3HaHMyM», PEKUM JOCTyHa:
http://znanium.com/catalog.php?bookinfo=395921

2. Toxapesa B.U. J[lenonpousBonctBo B YUC: VYuebnoe mnocobue / Tokapea B.M. —
Pazanb: Axkanemuss ®CUH Poccuu, 2014. — 85 c.: (moctynHo B OBC «3HaHMyM», pexuM OOCTyma:
http://znanium.com/catalog.php?bookinfo=777488

3. JlokymMeHTHpOBaHHUE YIPaBICHYECKON NEATEIbHOCTH : yuel. mocodue / A.A. Pa3mopoxHbIil. —
M.: UH®PA-M, 2018. — 304 c. — (Boicuiee oOpaszoBanue: bakamaBpumar). — Pexxum poctyma:
http://znanium.com/catalog/product/969585

B) [IporpammHuoe obecrieuenue u UHTepHET-peCypChI:

— Omnepannonnas cucrema Microsoft Windows

— [Ilaket npuknagasix mporpamMmm Microsoft Office

— OBC «lOpaiiT». Pexxum nocryna: http://biblio-online.ru

— OBC «KoHncynbrant cTyaeHTa». Pexxum nocryna: http://www.studentlibrary.ru
— OBC «Jlanp». Pexxum noctyna: http://e.lanbook.com/

— OBC «Znanium.com». Pexxum noctyna: www.znanium.com
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r) [Ipodeccronanpubie 0a3bl JaHHBIX U HHOOPMAITMOHHBIE CTIPABOYHBIC CUCTEMBI:
— baza gaHHBIX peleH3uPYyeMOil JIUTEPATYPhl Scopus

— baza nannbeix Web of Science: https://apps.webofknowledge.com

— Hayunas snekrponnast Oubnuoteka u https://elibrary.ru/project_risc.asp

— Caiit Poccrara: https://www.gks.ru/

— Crarucruka Poccun: nH(pOpMaiMOHHO-U31aTEIbCKUN IIEHTP

— IlpaBurensctBo Poccuiickoit denepamnuu: http://government.ru/

— OdunmanbHBIN HHTEPHET-IOPTAN MpaBoBOi HH(opMaruu: http://pravo.gov.ru/
— T'APAHT. UadopmanmonHo-nipaBoBoi-mopTait: http://www.garant.ru/

— TIlpaBoBas cuctema «KOHCYIBTAHT ILTIOC»

7. MaTepuajibHO-TEXHHYECKOe o0ecnevyeHne TUCHUIINHBI
[TomereHust mpeacTaBIsAOT coO0N ydeOHBIC ayIUTOPHH JISI TTPOBEACHUs y4E€OHBIX 3aHSTHH,
MPEIyCMOTPEHHBIX TPOTPaMMOM, OCHAIIEHHBIE O0OpPYJOBaHHMEM M TEXHUYECKUMHU CpPEICTBAMU
oOy4eHwUsI.
[Tomemenuss I CaMOCTOSITENBHONH pabOThl OOYYAIONIUMXCS OCHAIICHBI KOMITBIOTEPHOM

TEXHUKOM C BO3MOXKHOCTBIO TMOJKIIOUEHUs K ceTu «MHTepHeT» M obecreyeHbl JOCTYIIOM B
3JIEKTPOHHYIO HH(POPMALIMOHHO-00pa30BaTENbHYIO CPENY.

[Tporpamma cocraBiena B coorBercTBuH ¢ TpedoBanusivu OC BO HHI'Y no HanpaBieHHIO OATOTOBKH
38.03.04 I'ocypapcTBEHHOE M MYHHUILIMIIAJILHOE YIIPABJICHUE

ABTOp:
3aBenyrommii kageapoi SJKOHOMUKH U MpaBa K.3.H., Ao1eHT AryHosa H.A.

[Iporpamma ogo06peHa Ha 3aceaHun yueOHO-MeTonueckor komuccnn [laBnoBckoro ¢punuana HHI'Y
npotokoa Ne 3 ot 24.05.2023
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