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1 BBenenue

Pabouas mporpamma u (QOHA OIEHOYHBIX CPEACTB TUCHMILIMHBI «J{OKyMEHTaIlMOHHOE
oOecrieueHre U JIeJIOMPOU3BOJICTBO B FOCYAAPCTBEHHOM W MYHHULHMIIAIBHOM YIPaBICHUH)» CO-
CTaBJICHBI B COOTBETCTBUHU C TPeOOBAHUSAMU (heAepaTbHOIO rOCyIapCTBEHHOTO 00pa30BaTeIbHO-
ro CTaHjapTta, YTBEepKJAeHHOro npukazom MunobpHayku Poccuiickoit @eneparuu @I'OC BO,
yrBepxkaeHHbIH [Ipukazom Muno6puayku Poccun ot 10.12.2014 Ne 1567, u ocHOBHOI#1 ipodec-
CHOHAJIbHOM 00pa3oBaTebHON MPOrpaMMBbI MMOATOTOBKH « Y IIpaBlIeHNE TOCYIapCTBEHHBIMU MPO-
€KTaMU U IIporpaMMaMu» 110 HamnpasiieHuto 1noarotoBku «38.03.04 I'ocynapcTBEHHOE U MYHU-
[UIAIBHOE YIIPABICHUEY.

[IpakTnueckasi MOArOTOBKA pealn3yercss Ha OCHOBE:

[Ipodeccuonanpusbiii cranmapt 08.041 "CIIEHUMAJIMCT B COEPE YIIPABJIEHUA
[TPOEKTAMHU I'OCYJAPCTBEHHO-HACTHOI'O ITAPTHEPCTBA". O6o6mmenHast Tpyno-
Bas ¢pyHkiusa: A. MHpopMaIlMOHHO-aHATUTHYECKOE MPOBEIEHNE MOATOTOBKH MPOEKTa Tocyaap-
CTBEHHO-YaCTHOTO napTtHepcTBa, O0oOmeHHast TpyaoBas GpyHkuus: B. Opranuszanust u mpoBe-
JIEHUE MOATOTOBKH U peajn3aluy MPOeKTa rocyAapCcTBEHHO-4acTHOTrO napTHepcTBa; O600meH-
Hast TpynoBas ¢pyHkims: C. YnpaBieHHe U KOHTPOJIb MOJATOTOBKY M PEAM3alUH MTPOEKTa TOCY-
JTApCTBEHHO-YaCTHOI'O aPTHEPCTB.

3ana4y JUCLUIUIMHBL Pa3BuTh CroCOOHOCTH OCYILECTBIIATH JI€IOBYI0O KOMMYHUKAIUIO B
YCTHOH M MHCbMEHHOM opMax Ha rocyJapCTBEHHOM si3blke Poccuii-

ckoit denepanum.

OcHOBHBIE pa3nenbl /
TEMbI TUCUUILIMHBI

Paznen 1 Meroponoruueckue u NpaBoOBbIE OCHOBBI AUCLIUILIIMHBIL.
Paznen 2 HopmupoBanue ohopMiieHNs: JOKYMEHTOB.

Paznen 3 Odopmiienne OTAeNbHBIX BUOB OpraHU3aIIMOHHO-
pacropsaUTeIbHbIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOIO U My-
HUIUITAJIBHOTO YIPABICHUS.

Paznen 4 Opranusanus paboTsl ¢ JOKyMEHTaMHU.

2 IlepeuyeHb MUIaHUPYEMBbIX Pe3yJIbTATOB 00y4eHHS MO JUCHUIINHE (MOAYJIIO),
COOTHECEHHBIX C HHANKATOPAMM JOCTHKCHHUSI KOMIIETCHIIHI

[Ipouecc n3ydeHust AUCUMILIUHBI «J[OKyMEHTAIlMOHHOE 00eCIedeHne U AEIONpPOU3BO/I-
CTBO B FOCYAapCTBEHHOM M MYHHIIMITAILHOM YIPaBICHUW» HAIMpaBlieH Ha (OPMUPOBAHUE Clie-
nyrorux kommnereHuid B cootBeTcTBUU ¢ PI'OC BO u ocHOBHOM 00pa3oBaTeabHOM Mporpam-
Moii (Tabmuna 1):

Tabmauna 1 — KoMmnereHImy 1 MHANKATOPBI UX TOCTUKEHUS

[TnanupyemMsie pe3yabTaThl OOYUYEHHS 110 MPAKTUKE
KOI[ 1 HAMMCHOBAHHC Py pe3y Y1 P

KOMIIETEHIMHA . .
[lepeuens 3nanuit | IlepedeHp ymeHwuit [TepeueHs HaBBIKOB
O6menpodeccrnoHaabHbIE
OIIK-4 crtocoOHOCTBIO 3HATh: VYMeTh: Bnagerts:
OCYIIIECTBIISTH JICTIOBOC - TpeOOBaHUS K - OCYIIECTBIIATD - HaBBLIKOM COCTaBJIE-
oOmIeHue U myOIrYHbIe 0 OpPMIICHHUIO J10- JOKYMEHTHUPOBaHUE | HUS ODUIIHATHHBIX
BBICTYIUICHHUS, BECTH ITe- | KyMEHTOB; nH(}OpMAIIHH; JIOKYMEHTOB ¥ Opra-

PEroBOpPBI, COBELIAHUS,
OCYIIECTBIISIT JAEJIOBYIO

- TpeGOBaHUs K
CTPYKTYpE, Coziep-

- COCTaBJICHHUC JIC-
JIOBBIX ITHCEM,

HU3AIMHU JIOKYMEHTO-
000poTa U XpaHeHus




NEPENUCKY U MOAAEPKHU- | KAaHUIO U OPUIIU- - OPraHU30BbIBaTh | JIOKYMEHTOB.
BaThb 3JICKTPOHHBIE KOM- AIbHO-JIEJIOBOMY paboTy ¢ TOKyMeH-
MYyHHKAIHH CTHJIIO PEUH. TaMH.

3 MecTO JUCUMIIIMHBI (MOIYJIS) B CTPYKTYpe 00pa30BaTe/ibHOM MPOrpaMMbl

JucuumumHa «/{okyMeHTannoHHoe o0ecrieyeHrne 1 JAeJONPOU3BOACTBO B TOCYAaPCTBEH-
HOM ¥ MYHULIMTIAJIBHOM YIIPABJICHUN» U3y4aeTcsl Ha 2 Kypce, 3 ceMecTpe.

JucuumiuHa BXOAUT B coctaB Oioka 1 «/luctuminabel (MOIyNN)» U OTHOCUTCS K 0a30-
BOM YacTH.

JlJiss OCBOEHUS TUCITUTUIMHBI HEOOXOUMBI 3HAHUS, YMEHUS, HABBIKH M / WM OMBIT MPaK-
TUYECKON J1eATeNbHOCTH, CPOPMUPOBAHHBIE B MIPOLIECCE U3YUEHHUS NUCUUIUIMH / IpakTuK: «Pyc-
CKMM SI3BIK U KYJIbTYpa peun», «VIHOCTpaHHBIN SI3BIK».

HucuumnnuHa «J{okymMeHTalroHHoe o0ecreueHrne U JIeIOMPOU3BOJICTBO B TOCY1apCTBEH-
HOM U MYHULUIIAJIBHOM YIPaBJIEHUN» B paMKaxX BOCHUTATEIbHOM pabOThl HampaBieHa Ha Gop-
MUPOBaHHE y 00YJarOIIKUXCSl aKTUBHOM IPaskJaHCKOM MO3UIIMU, YBXKEHHUS K IpaBaM U cB0OOO1aM
YeJIOBEKa, 3HAHUS IPAaBOBBIX OCHOB M 3aKOHOB, BOCIIUTAHUE YYBCTBAa OTBETCTBEHHOCTU WJIU
YMEHHsI apTyMEHTUPOBATh, CAMOCTOATEILHO MBICIHUTH, Pa3BUBAET TBOPUYECTBO, MPOQPEeCcCCHOHATb-
HbIE YMEHUSI WJIK TBOPUYECKU Pa3BUTON JIUYHOCTH, CUCTEMbl OCO3HAHHBIX 3HAHUI, OTBETCTBEHHO-
CTH 32 BBINIOJIHEHHE Y4eOHO-TIPOU3BOACTBEHHBIX 3a/IaHUH U T.1.

4 O0beM AMCHMILVIMHBI (MOYJIs1) B 3a4€THBIX eUHULAX C YKa3aHHEM KOJIN4eCcTBa
aKa/JleMU4YeCKHX YacoB, BbIIeJICHHbIX HA KOHTAKTHYIO padoTy 00y4Yarouuxcs
¢ npenoaasareJieM (110 BUIaM Y4eOHbIX 3aHAATHI) U HA CAMOCTOATEJIbHYIO padoTy
00y4arIIHUXCs

OO6m1ast Tpy10eMKOCTh (00BhEM) TUCIUILIMHBI COCTABIIACT 4 3.¢., 144 akaz. yac.
Pacnipenenenne o6beMa JUCHUILTUHBI (MOJIYJIsI) TIO BHJIaM y4eOHBIX 3aHSATHI MpeacTaB-
JIeHo B Tabnure 2.

Tabmuua 2 — O6beM TUCHUIIMHBI (MOJIYJIs) IO BUAM Y4eOHBIX 3aHATHH

O0BeM QUCIHATUTHHEI Bcero akanemu-
YEeCKHUX YacoB

OO011ast TPYA0EMKOCTh AUCIUITUHBI 144

KonrakTHasi ayiuropHasi pa6ota o0y4aommxcs ¢ npenoaaBareem (1o 64
BH/JaM Y4eOHBIX 3aHATHI), BCEro

B ToM uncie:

3aHATHUSA JEeKIHMOHHOr0 THUNa (JICKIMU U MHBIC Y4eOHBIC 3aHATHS, TIPEIY- 4
CMaTpHBalOIME NMPEUMYIIECTBEHHYIO Mepenady yueOHol HHpopManuu rme-
JarorMyecKuMu pabOTHUKAMH )

3aHATHSA CEeMHMHAPCKOI0 TUMNA (CEMUHApPbl, MPAKTUYECKHUE 3aHATHS, MPaK- 6
TUKYMBI, JJabopaTopHbIe pabOThl, KOJUIOKBUYMBI M MHbBIE aHAJOTHMYHBIE 3a-
HATHUS)

CamocrosiTe/ibHasi padoTa 00y4alomMXCcA U KOHTAKTHAasi padoTa, BKITIO- 130




qarolasi TPYIINOBbIE KOHCYIbTAIlMH, MHIUBUAYaJbHYIO paboTy oOyuaro-
HIMXCS C MpernojaBaTesisMU (B TOM UHWCIE€ WHIAUBUAYAIbHbIE KOHCYJIbTa-
I[MH); B3aUMOJICHCTBUE B DJIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeIbHON

cpele By3a

[TpomexyTouHas arTecTanus 00yJaromuxcs — 3a4eT ¢ OLEHKOM

5 Conepxxanue TMCUUIIMHBI (MOAYJIs), CTPYKTYPHPOBAHHOE 110 TeMaM (pa3aesam)
€ YKa3aHMeM OTBeICHHOI0 HA HMX KOJIHYeCTBA aKAIeMUYEeCKUX YaCOB M BU/0B Y4eOHOM

padoThI

Tabmuna 3 — CTpykTypa U coiep>KaHue TUCITUTUINHBI (MOJTYIIS)

HaumenoBanue pa3nenos, TeM U CO-
Jiep’KaHue MaTepuana

Buzpsl yaeOHON pabOThI, BKIIOYAsk CAMOCTOSTENIEHYIO
paboTy 00yJarOIIMXCsl M TPYI0EMKOCTD (B Yacax)

KonrakTHas pabota npenogasarens ¢ o0yqato- | CPC
HIMMUCS
Jlexumn CeMuHapckue JlaGopaTopHbie
(mpakTuyeckue 3a- 3aHATUSA
HSATHS)

Paznen 1 Meroponoruueckue u mpa- 1 1 25
BOBBIC OCHOBBI JTUCIATUTHHBI.
Paznen 2 HopmupoBanue odopmiie- 1 1 25
HUS IOKyMEHTOB.
Paznen 3 OdopmiieHne OTACTBEHBIX 1 2 40
BUJIOB OPTaHU3aI[IOHHO-
pacropsIuTeIbHBIX JOKYMEHTOB B
OopraHax rocyJapCcTBEHHOTO U MyHU-
[UTATFHOTO YIPABIICHHUS.
Paznen 4 Opranuzanust paboTsl € 10- 1 2 40
KyMEHTaMH.
HUTOI'O no xucuMminne 4 6 130

6 BueaynuTopHasi caMmocTosiTeIbHASI PA00Ta 00y4alOIMXCH MO JMCHHUILIHHE

(Mony.J110)

[Ipu mnaHupOBaHUU CAMOCTOSITENIFHON PabOTHI CTYIEHTY PEKOMEHAYETCS PyKOBOJICTBO-
BaTHCsI CICAYIOIIUM PACTIPEICTICHUEM YacOB Ha CAMOCTOSTEIbHYIO paboTy (Tabnwuia 4):

Ta6J'II/II_Ia 4 — PCKOMCH,Z[yCMOe pacnpeaACIICHUC YaCOB Ha CaMOCTOATCIIbHYIO pa60Ty

KoMIIOHEHTBI caMOCTOATEIbHON PadoThI

KoaunuyecrBo yacoB

V3ydeHne TeoOpeTHIECKUX pa3/IeoB AUCIATIIIHBI 70
[TonroroBka K 3aHATHSM CEMHUHAPCKOTO THIA 50
[Toaroroska u opopmnenue PI'P 10

130
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7 OueHoYHBbIE CPeCTBA IJIfl NPOBEAEeHUS TEKYIIEro KOHTPOJISI M IPOMeKYTOYHOI
arTecTAUMU O0YYAKOIIMXCH 10 AUCHUIJIMHE (MOLYJII0)

@DOHJ OLIEHOYHBIX CPEICTB Ul NIPOBENEHUS TEKYILErO0 KOHTPOJS yCIIEBAEMOCTH U IPO-
ME)XXYTOUHOM arTecTanuu npejacrasieH B [Ipunoxenun 1.

ITonHBINA KOMIUIEKT KOHTPOJIBHBIX 3aJ@aHUH WM WHBIX MaTepUalloB, HEOOXOIUMBIX AJIS
OLICHUBAHUS PE3Y/IbTATOB O0YYEHUS MO JUCHHUILIMHE (MOAYIIIO), MPAKTUKE XPAHUTCS HA Kade-
pe-pa3paboTunke B OyMa)KHOM U 3JIEKTPOHHOM BHJIE.

8 YuedHo-MeTOAMYecKOEe M HHPOPMALIMOHHOE O0ecTieueHHe JUCHUILTHHBI (MOTY-
Jst)

8.1 OcHoBHas JquTEpaTypa

1. Komprmikuna, T. b. JlenoBble KOMMYHHKAIIUH, JTOKYMEHTOOOOPOT W JIEJIOMPOU3BOJI-
cTBO : yuebHoe nocobue g By3oB/ T. b. Konbikuna, U. B. lllyctuna. — 2-e u3f., UCIp. H
nor. — Mocksa : U3gatensctBo HOpaiit, 2020. — 163 c. // FOpaiit : 31eKTpoHHO-OHOIMOTe HAS
cucrema. — URL: https://urait.ru/bcode/452463 (nara obpamenus: 22.04.2021). — Pexxum mocty-
1a: 7o MOJIKUCKE.

2. lllysanosa, H. H. OcHOBBI Aenonpon3BoACTBa. SI3bIK CIIY’)KeOHOTO JOKYMEHTA : yuel-
HUK U mpaktukyMm nans By3oB/ H. H. lllyBanoma, A. 0. VBanoBa; mon oOmieil penakuuein
H. H. lllyBanoBoii. — 2-e u3x., nepepad. u gom. — Mocksa : M3aarensctBo FOpaiit, 2020. —
428 c. // YOpaiit : snekTpoHHO-OMOMMOTeYHas cuctema. — URL: https://urait.ru/bcode/450549
(mata obpamenus: 22.04.2021). — Pexxum gocTyrmia: mo morcKe.

8.2 JlonoJHUTeIbHAS JIUTEPATYpPa

3. Ky3nenoBa, U. B. KoHdunenuuanpHoe IeIONMpPOU3BOJACTBO M 3aIMIICHHBIA 3JIEK-
TPOHHBIA JOKYMEHTOO0OOPOT : yueOHoe mocobue ans O6akanaBpos / M. B. Kysnenona, I'. A. Xa-
yatpsH. — MockBa : Ail [lu Ap Menua, 2020. — 192 c. // IPRbooks : asnexTpoHHO-
6ubmuoreuynas cucrema. — URL: http://www.iprbookshop.ru/97083.html (nara oOpamienus:
22.04.2021). — Pexxum JOCTYyMA: IO TOAIUCKE.

4. JIokyMeHTOBeJIeHHE : Y4eOHUK U MpakTUKyM ais By3oB / JI. A. Jloponuna [u np.] ;
nox pen.Jl. A. Jloponunoit. — 2-e u3g., nepepad. u mon. — Mocksa : M3marensctBo FOpaiir,
2020. - 309 c. // IOpaidt : osnekTpoHHO-OMOnMoTeyHas cucrema. — URL:
https://urait.ru/bcode/450471 (nara obpamenus: 22.04.2021). — Pexxum noctymna: mo moAmnucke.

8.3 MeToauuecKkue YKazanusd 1Jist CTYAEHTOB 110 OCBOCHUIO JUCHUIIJIMHBI

JUJi yCHEIIHOTO BBIIIOJHEHUS! BCEX Pa3fesioB CaMOCTOSTENIbHON padoThl ydyalumcs pe-
KOMEH/TyeTCsl UCIIOJIb30BaTh CleyIollee yueOHO-MEeTOInYecKoe 00ecrieueHue:

MamtokoBa, A.W. JIokyMeHTallMOHHOE OOECIEYeHHE U JIETOMPOU3BOJICTBO B TOCynap-
CTBEHHOM U MYHMIIMIIAJIbHOM YIPABIEHUH: METOAMYECKHUE YKA3aHUS 110 U3YUYEHHUIO AUCLUIITINHBI
/ coct. AWM. MamoxkoBa. - 2021r. Pa3memiensl B CBOOOJHOM JOCTyNE€ B 3JIEKTPOHHO-
o0pa3oBaTeNnbHON Cpefie By3a.

8.4 CoBpemeHHbIe IpodeccHoOHATbHbIE 0a3bl JAHHBIX H HH(GOPMALIMOHHbIE
CIIPaBOYHbIE CHCTEMbI, HCIO0JIb3yeMble NP 0CyLecTBIeHUH 00pa30BaTeIbHOI0
npouecca no JUCHUIINHE


https://urait.ru/bcode/452463
https://urait.ru/bcode/450549
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1 Dnexkrponno-6nbmoteyHas cucrema ZNANIUM.COM. [Joroop Ne 4378 36¢ K3 20 1
2727000769 270301001 0006 001 6311 000 ot 17 ampens 2020 .

2 DnekTpoHHO-OMOmMoTeuHas cucrema [PRbooks. JInnensnonnslii gorosop Ne EIT 44/13 Ha
MPEIOCTAaBIICHUE JTOCTYIIA K 3JIEKTPOHHO-0nOaroTewynoi cucreme IPRbooks MK3 20 1 2727000769
270301001 0005 001 6311 000 ot 27 mapta 2020 r.

3 DnexktponHo-6nbmmoreyHas cucrema eLIBRARY.RU (nepuonndeckue u3manusi) JJoroBop
Ne EIT 44//12 na okazaHue ycIyT IOCTyIa K 2JIeKTpoHHBIM m3aanusm K3 20 1 2727000769
270301001 0008 001 6311 000 ot 02 mapTa 2020 r.

4. Koncynstant Ilmoc, goroBop Ne 45 ot 17 mas 2017, nuuen3us cBoOoaHasi, 6ec-CpoyHOe
UCTIOJIb30BaHHE.

8.5 IlepedeHb pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOM CeTH
«/HTepHeT», HEOOXOAMMBIX IJISI 0CBOEHHSI AMCUUIJIMHBI (MOIYJIs1)

1. Marepuansl opunmansHoro caiita AaMuHucTpanuu ropojaa Komcomonbcka-Ha-
Awmype http://komcity.ru (mata oopamienus: 22.04.2021). — Pesxxum goctymna: CBOOOHBIN

2. Marepuansl opuimanbHoro caiita [IpaBurensctBa XabapoBckoro kpas
https://www.khabkrai.ru/ (nara oopamienus: 22.04.2021). — Pexxum goctyma: cBOOOIHBIN

3. Marepuainbl opurmansHoro caiita [IpaBurensctBa Poccuiickoit @enepanuu
http://government.ru/ (marta obpamenus: 22.04.2021). — Pexxum noctymna: cBOOOIHbII

8.6 JIMIeH3u0HHoe U CBOOOIHO pacipocrpansieMoc nmnporpammMmHO¢C oﬁecne'{e}me,
HCIMOJb3yEeMO€ NPH OCYHICCTBJICHUH oﬁpaaosaTenbﬂoro nmpomecca
no JTMCUMIIJINHE

Tabmuna 5 — [lepedeHp UCTIONB3yeMOTr0 IPOrPAMMHOTO 00ECTICUSHHSI

Haunmenosanue 110 PexBus3uthel
Microsoft Imagine Premium JluuensnonssIit jorosop A2223 Ne008/65 ot 11.01.2019
OpenOffice OpenOftice, cBoOOAHAS TUIIEH3US, YCIOBUS UCIIOIB30BAHUS

o cceuike: https://www.openoffice.org/license.html
(ITporpamma pacnpoctpansiercs Ha ycnousx GNU General
Public License)

Kaspersky Security Russian 1 year Educational License 1000 Users (mpoasieHue auiieH-
Edition 31H)

ZOOM JTorosop Ne 2K223/006/38 ot 20.11.2020

9 OpraHu3alMOHHO-TIEIATOTHYECKHE YCI0BUS

Opranuzanus o0pa3oBaTeIbHOIO MPOLEcCca periJaMeHTupyeTcs y4eOHbIM IJIaHOM M pac-
NUCaHUEeM Yy4eOHbIX 3aHATUN. SI3bIk 00ydeHus (mpenonaBaHus) - pycckuil. Iy Bcex BUAOB
ayJUTOPHBIX 3aHATUN aKaJIeMUYECKUN Yac YCTaHABIMBAETCS MPOIOJIKUTEIBHOCTBIO 45 MUHYT.

IIpu dopmupoBanuM cBOEW MHAMBHIYaTbHOM 00pa3oBaTeNbHON TpaeKTopuHM oOyuaro-
IIMHACS UMEET MPaBoO Ha Mepe3ayeT COOTBETCTBYIOIUX JUCIMILIMH U MPO(EeCCHOHAIBHBIX MOJTY-
JIel, OCBOCHHBIX B IMPOIIECCE MPEANIECTBYIONMET0 00yYeHHs, KOTOPBIA 0CBOOOXK1aeT o0yJarolie-
rocsi OT HEOOXOIMMOCTH UX MTOBTOPHOT'O OCBOEHHUS.

9.1 O0pa3oBaresibHbIE TEXHOJIOTHU

YueOHbIit mponuece npu mnpernogaBaHuu Kypca OCHOBBIBACTCA Ha HCIIOJIB30BAHUU Tpadu-
IOWOHHBIX, MHHOBAIIMUOHHBIX H I/IH(I)OpMaLII/IOHHI)IX O6p330BaTeJ'H)HBIX TEXHOJIOTHH. Tpa)II/IHI/IOH-
HBIC O6pa30BaTeJ'IBHBIe TCXHOJIOTHU TPCACTABJICHBI JICKIIUAMHW U CEMHUHAPCKUMU (HpaKTI/ILIeCKI/I-
MI/I) 3aHATUSIMH. I/IHHOBaHI/IOHHBIe 06p330BaTeJ'H)HI)Ie TEXHOJIOTHHU HCIIOJIB3YIOTCSA B BUJAC HIUPO-


http://komcity.ru/
https://www.khabkrai.ru/
http://government.ru/
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KOTO IIPUMEHEHUS aKTUBHBIX U MHTEPAKTUBHBIX (OpM NpoBeaeHus 3anatuii. Mudopmarmonusie
00pa3oBaTeNbHbIE TEXHOJIOTMH DPEATM3YIOTCS IYyTEM aKTUBU3ALUMU CaMOCTOSTENbHON paboThI
CTYZICHTOB B MH(OPMAIIMOHHOH 00pa30BaTeNbHOI cpefe.

9.2 3anaTHd JeKIMOHHOI0 THIIA

JIeKMOHHBIN Kypc MpennosaraeT CUCTEMaTH3UPOBAHHOE M3JI0)KEHHE OCHOBHBIX BOIPO-
COB Y4eOHOI0 IJIaHa.

Ha mepBoii niexiuu gekTop 0053aH MpeaynpeanTh CTYICHTOB, IPUMEHUTEIHFHO K KAKOMY
6a3oBoMy yueOHUKY (yueOHMKaM, yaeOHBIM TOCOOHIM) OyIeT MPOYUTaH Kypc.

JIekmOHHBIN Kypc MOJDKEH JaBaTh HanOONbIIMN 00beM MH(OpManuu M oOecreunBaTh
Oouiee TIIyOOKOE MMOHMMAaHKUE YU4eOHBIX BOIIPOCOB MPH 3HAYMTEILHO MEHBILCH 3aTpaTe BPEeMEHH,
94eM 3T0 TpeOyeTcsi OOJIBIIMHCTBY CTYJCHTOB Ha CAMOCTOSITEIbHOE H3y4eHUEe MaTeprana.

9.3 3aHATHA CEMHHAPCKOI0 THIIA

CemuHapckue 3aHATHS NPEJICTABIAIOT COOON NeTaTM3alMIO JIEKIIUOHHOTO TEOPETUYECKO-
ro Marepuana, IpOBOAATCS B LEJAX 3aKPEILICHUs Kypca U OXBAaTBIBAIOT BCE OCHOBHBIE PA3/EIIbI.

OcHoBHO# (opMOIi IPOBEJICHHSI CEMHUHAPOB SBJsIETCs 00CYyXk/IeHHe Hauboisiee npodiem-
HBIX M CJIOKHBIX BOIPOCOB IO OT/AEJIBHBIM TE€MaM, a TakKe pa300p MPUMEpPOB M CUTyalUUl B
ayJUTOPHBIX YCJIOBHsX. B 00s13aHHOCTH npenojaBareist BXOJAT: OKa3aHME METOJUYECKOH mo-
MOIIY ¥ KOHCYJIbTUPOBAHHUE CTYJEHTOB 110 COOTBETCTBYIOIIMM TEMaM Kypca.

AKTHBHOCTb HA CEMUHAPCKUX 3aHATHUSX OLIEHUBAETCS IO CIEAYIOLIMM KPUTEPUAM:

- OTBETHI Ha BOIPOCHI, IIPEUIaracMble IIPErnoIaBaTeeM;

- y4acTue B JUCKYCCUSX;

- BBIIIOJIHEHUE MPOEKTHBIX U MHBIX 3aJaHU;

- aCCUCTUPOBAHUE MPEINOJIABATENI0 B IPOBEACHUN 3aHATHH.

OTBeT 10JKEH ObITh apryMEHTUPOBAHHBIM, PA3BEPHYTHIM, HE OJIHOCIIOKHBIM, COJEPKATh
CCBIJIKU HA MCTOYHMKHU.

Jloknansl ¥ ONIIOHUPOBAHHUE JTOKJIAJO0B IPOBEPSIOT CTENEHBb BIAJCHUS TEOPETHYECKUM
MaTepHaJIOM, a TAKXKe KOPPEKTHOCTb U CTPOTOCTh PACCYKIACHUM.

OneHuBaHuE 3a/1aHUM, BBIOJIHEHHBIX HA CEMUHApPCKOM 3aHSTHUU, BXOJUT B HAKOIUICH-

HYIO OLIEHKY.
9.4 CamocrosiTe/ibHasi padoTa 00y4yalouUXcs M0 JUCHUNINHE (MOAYII0)

CamocrosrenbHas paboTa CTYIEHTOB — 3TO HPOILECC aKTUBHOTIO, II€JIEHAINPABICHHOIO
NpUOOpPETEHUs! CTYJACHTOM HOBBIX 3HAHUM, yMEHUHN 0€3 HEeNmOCPEeICTBEHHOr0 y4JacTHsl Mpenoja-
BaTels, XapaKTepU3YIOIMICS NpeAMETHOW HampaBIeHHOCTbIO, 3()(EKTUBHBIM KOHTPOJIEM H
OLIEHKOM pe3ybTaToB AEATEIbHOCTH 00YUYaroIIerocs.

Lenu camocTosTENLHON pabOTHI:

- CUCTEMaTu3alusl U 3aKpEIUICHHE TIOJYYEHHBIX TEOPETHUECKUX 3HAHUM U NMMPAKTHYECKUX
YMEHUU CTYJIEHTOB;

- yrayOsieHHne U paclIipeHne TEOPETUUECKUX 3HAHUM;

- (popMupoBaHUE YMEHMH HCIOIb30BATh HOPMATUBHYIO U CHPABOYHYIO JOKYMEHTAIHIO,
CIEHUATIBHYIO JTUTEPATYPY;

- pa3BUTHE TIO3HABATENILHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYAEHTOB, OTBETCTBEHHOCTH U
OpraHNU30BaHHOCTH;

- (hOpMHUPOBAHHUE CAMOCTOSITEILHOCTH MBIIIJICHHS, TBOPYECKONW MHUIIUATUBBI, CIIOCOOHO-
CTEH K CAMOPA3BUTHUIO, CAMOCOBEPIICHCTBOBAHUIO M CaMOpEaIN3aluy;

- pa3BUTHE UCCIIEN0BATEIBCKUX YMEHUN U aKaJIEMUYECKUX HABBIKOB.
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CaMocTtosiTenpHasi paboTa MOXKET OCYIIECTBIATHCS WHAWBHIYATHLHO WU TPYIIAMHU CTY-
JIEHTOB B 3aBUCHUMOCTH OT II€JIU, 00BbEMa, YPOBHS CII0)KHOCTH, KOHKPETHOM TEMaTHKH.

TexHoJIOTHS OpraHU3aIMK CAMOCTOSTEIILHON pabOThl CTYJACHTOB BKIIFOYACT MCIIOJIB30Ba-
HUE UHPOPMAIIMOHHBIX U MaTePUAIbHO-TEXHUYECKIX PECYPCOB YHUBEPCUTETA.

KoHTponb pe3ynbTaToB BHEAYAMTOPHOW CAaMOCTOSITENILHOW PabOTBhI CTYJAECHTOB MOXKET
MIPOXOJNTHh B MTUCbMEHHOM, YCTHON WJIM CMEIIaHHOW (hopMme.

CTyneHThl JOJDKHBI TOIXOIUTh K CaMOCTOSATENbHOW paboTe Kak K HauBaKHEHIIEMY
CPEICTBY 3aKpEIUICHUS U Pa3BUTHUSI TEOPETHUUYECKUX 3HAHUH, BHIPAOOTKE €MHCTBA B3IJISJIOB Ha
OTJIeITbHBIC BOMIPOCKHI Kypca, IPHOOPETEHUS ONPEICIICHHBIX HABBIKOB M MCIIOIB30BaHUS Mpodec-
CHUOHAJILHOW JIUTEPaTYPBHI.

9.5 MeToanueckue yKkazaHus JJIs1 00y4AIOIIMXCS M0 OCBOEHHUIO TM CIIAIIJINHbI

[Tpu M3yd4eHun AUCHUILTIHBI 00yYarOIUMCS IIeTIECO00Pa3HO BBIIOJIHATH CIEAYIOIINE pe-
KOMEHALNH:

1. U3yuenne yueOHOM TUCIUIUIMHBI JOHKHO BECTUCH CUCTEMATHUECKH.

2. Ilocne n3yyeHust Kakoro-imbo pasjesna 1o yueOHUKY MM KOHCHEKTHBIM MaTepuajiam
PEKOMEHIYETCS 10 NaMsATH BOCIIPOU3BECTH OCHOBHBIE TEPMHUHBI, OIIPEACIICHHUS, TIOHATUS pa3ze-
na.

3. Ocoboe BHUMaHKE CIIEyeT YACTUTh BHIIOJHEHUIO OTUYETOB O MPAKTHYECKUM 3aHSITH-
SM ¥ MHJMBH1yaJIbHBIM KOMIUIEKCHBIM 33aJJaHUSIM Ha CaMOCTOSITEIbHYIO paboTy.

4. Bcs TemaTvKa BOIIPOCOB, U3Y4aE€MbIX CaMOCTOSITENIBHO, 337a€TCs Ha JEKUUAX Mpeno-
naBaresneM. M jke 1aroTcs HCTOYHMKH (B MEPBYIO O4epe/ib BHOBb M3aHHBIE B IEPUOANYECKON
Hay4yHOU JuTepaType) 1uist 0oJiee 1eTalbHOr0 MOHUMAHUS BOIIPOCOB, O3BYYEHHBIX HA JIEKIUU.

IIpu camocTosTeNEHON MPOPabOTKE Kypca 00yUdaroUIrecs J0JKHBI:

- IPOCMATPHUBATh OCHOBHBIE ONPECNICHHS U (DaKThI;

- MOBTOPUTH 3aKOHCIIEKTUPOBAHHBIM Ha JIEKLIMOHHOM 3aHATUU MaTepuall U JIONOJHUTH
€ro ¢ y4eTOM PEKOMEHJOBAHHOM M0 JaHHOM TEME JINTepaTyphbl;

- U3yYUTh PEKOMEHOBAHHYIO JIUTEPATYpy, COCTABIIATH T€3UCHI, AHHOTALIMM U KOHCIIEKTHI
HanOoJiee BAXKHEIX MOMEHTOB;

- CAMOCTOSATEIBHO BBIIOJIHATD 3a/1aHKs, AHAJIOTUYHBIC NIPEJIaraéMbIM Ha 3aHATUSAX;

- HCII0JIb30BAaTh IS CAMOIPOBEPKHU MaTepraibl JOH/IA OLIEHOYHBIX CPEJCTB.

10 Onucanne MaTepHaJbHO-TEXHHYECKOro odecnedeHusi, He00X0UMOro IS 0CYy-
1eCTBJIeHUs] 00Pa30BaTEIbHOIO NIPOLecca 10 JUCHUILINHE (MOAYJII0)

10.1 YueOHo-12a00paTopHOE 000pyAOBaHUE
OtcyTcTBYyeT

10.2 TexHu4yeckue ¥ JIEKTPOHHbIE CPEACTBA 00y4eHHA
OtcyTcTBYIOT

11 Hnble cBeneHusn

MeToanyecKue PEKOMEHAAUHA 110 oﬁyqe}mm JIMI ¢ OTPAHUYCHHBIMH BO3MOZKHO-
CTAAMH 310POBbA U UHBAJIMAOB

OcBoecHue JAUCIHUITIIIMHBI O6yanOLHHMHCH C OIrpaHUYCHHBIMU BO3MOXKXHOCTIAMU 310POBbBA
MOJKET OBITH OpraHn30BaHO KaK COBMECTHO C APYIruMH 06yanOHH/IMI/IC$I, TaK U B OTJICIIBHBIX
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rpynmnax. [Ipennonaratorcs cienuaibHble YCIOBHS JUISl ITOIY4eHUs] 00pa3oBaHMs 00yJaronuMu-
Csl C OTPaHUYCHHBIMH BO3MOKHOCTSIMH 3/10POBbSL.

[Tpodeccopcko-nierarorndeckuii cocTaB 3HAKOMHUTCSI C TICUXOJI0T0-(DU3HOTOTHISCKHUMHU
OCOOCHHOCTSIMU OOYYarOIIMXCs MHBAJIUOB U JIUI[ C OTPAHMYEHHBIMH BO3MOXHOCTSIMHU 3710PO-
Bbsl, MHAUBUIYAIBHBIMU MPOrpaMMaMH peaOWIuTallii UHBATHIOB (pu Hamuuuu). [Ipu HEeoO-
XOJIMMOCTH OCYILECTBIISIETCS JOMONHUTEIbHAS MOAJEPKKA MPEroAaBaHus ThIOTOPAMH, ICHUXO-
JIOTaMH, COLIMAIbHBIMU paOOTHUKAMU, TIPOLIEIIIIMMHU TTOATOTOBKY aCCHCTEHTaMH.

B cooTBeTcTBUU ¢ MeTOAMYECKUMHU peKoMeHaanusIiMu MunoOpHayku PD (yTB. 8 ampens
2014 r. N AK-44/05BH) B Kypce MpEAroiaraeTcsi MCIOIb30BaTh COIMAIBHO-aKTUBHBIE H pe-
(bieKCUBHBIE METOABI 00YUYEHHUSI, TEXHOJIOTUU COLIMOKYIbTYPHON peabuIuTallK C IENIbI0 OKa3a-
HUS [IOMOILY B YCTAaHOBJIEHUU MOJHOLEHHBIX MEXJIMYHOCTHBIX OTHOILEHUHN C APYTUMU CTY/EH-
TaMu, CO3JaHUH KOM(POPTHOTO NICUXOJIOTMYECKOT0 KIIMMaTa B cTyieHueckoi rpymmne. [logbop u
pa3paboTka y4yeOHBIX MaTepHajoOB MPOU3BOAATCS C YYETOM IMPENOCTABICHHUS MaTepualia B pas-
JUYHBIX (hopMax: ayAHalbHOM, BU3YaJIbHOM, C HCIOJIb30BAHHEM CHEIHMATbHBIX TEXHUYECKHX
CpeACTB U MH(POPMAITMOHHBIX CUCTEM.

OcBoenne nucuuruinHbl JunamMu ¢ OB3 ocyiecTBisieTcss ¢ UCMOIb30BaHUEM CPEICTB
00yudeHusl 00ILEro M CrelruaibHOro Ha3HaueHus (IepCOHATBHOTO U KOJUIEKTUBHOIO HCIOJIB30-
BaHUs). MaTepualbHO-TEXHUYECKOE OOecleyeHre MpeaycMaTpuBaeT MPUCIOCOOIEHUE ayTUTO-
puit k Hyxnaam aun ¢ OB3.

dopma npoBeACHUS ATTECTAIMK JIJISl CTYACHTOB-UHBAINIOB YCTAHABIMBAETCS C YUETOM
WHIUBUIYAJIbHBIX MCUX0(pU3NUYecKux ocoobenHocren. s crynentoB ¢ OB3 npenycmaTpuBaet-
csl 1ocTymnHas (opMa mpeIoCTaBlIeHUs 3aJaHUIl OLIEHOYHBIX CPEJCTB, @ UMEHHO:

- B TIEYaTHOW WM DJCKTPOHHOM ¢opMme (s IUI C HAPYMEHUSIMH OIMOPHO-
JBUTATEIBLHOTO alaparta);

- B Ie4aTHOM (popMe MM AIIEKTPOHHOH (POpME C yBETHUYEHHBIM MIPHUPTOM B KOHTPACTHO-
CTBIO (7151 JIUII C HAPYLICHUSIMU CIIyXa, pe4H, 3pCHHUS);

- METOJIOM YTEHUS aCCUCTEHTOM 33aaHUs BCIYX (JUIs JIML C HAPYIIECHUSMU 3PEHMUS).

CryneHTaM ¢ MHBAIMJIHOCTBIO YBEIMUYMBAETCS BPEMsl HA MOATOTOBKY OTBETOB Ha KOH-
TPOJIbHBIE BONPOCHL. [l TakuX CTYIEHTOB MpeaycMaTpUBAETCs JOCTyMHAs (opMa mpeaocTas-
JICHUs] OTBETOB HA 3aJlaHusl, a UMEHHO:

- IUCbMEHHO Ha OyMmare wiM HabOpOM OTBETOB Ha KOMITbIOTEpE (IJIs JIUL C HApyILIEHU -
MU CIIyXa, peuH);

- BBIOOpPOM OTBETA U3 BO3MOXKHBIX BAPUAHTOB C UCIIOJIb30BAHUEM YCIIYT acCUCTeHTa (st
JUI C HApYLIEHUSIMUA ONIOPHO-ABUTATENILHOIO aIllapaTa);

- YCTHO (7151 JIUL C HAPYIIEHUSIMU 3pEHHS], OOPHO-IBUTATEIBHOTO allapara).

ITpu HEOOXOAMMOCTH 17151 00YUAIOIMIMXCS ¢ MHBAIUIAHOCTBIO MPOLIEypa OLIEHUBAHUS pe-
3y/bTaTOB OOYUEHHUS MOKET IPOBOJAUTHCS B HECKOJIBKO 3TAIOB.
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ITpunoxxenue 1

®OH/J ONEHOYHbIX CPEIACTB

o IMCIOMIIJIMHE

«JlokymMeHTAaIMOHHOE o0ecrieyeHne U 1eJI0NPOU3BOACTBO B roCyapCTBEHHOM

H MYHUIIMITAJIBHOM YIIpaBJICHUHN»

38.03.04 T'ocynapcTBeHHOE U MYHHULUIIAJIbHOE

Hanpasnenue noaroToBku
yIpaBJieHUE

HanpasnenHocts (mpoduiip) obpa3oBarenb- YHpaBiIeHHE I'OCYAAPCTBEHHBIMU MPOEKTaMHU U
HOM IIPOrpaMMmBbl [IporpamMMaMHu

KBanudukamnus BbITyCKHIKA bakanasp

o Havana moarotoBku (mo ydebnomy tura- 2020

Hy)
dopma o0yueHHs 3aounas Gopma
TexHonorus 00y4ueHus TpamuuuonHas
Kype Cemectp TpynoeMKocCTsb, 3.€.

2 3 4

Bun npomexxyTouHoii arTecTa- ObecneunBaroliee Noapas3aeacHue
UU
3ayer ¢ OLEeHKOH Kadenpa «MeHeKMEHT, MApKETHHT U TOCYAAPCTBEHHOE
yIIpaBJICHUE)
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1 IlepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUs 10 JUCHMILIMHE (MOLYJII0),
COOTHECEHHBIX ¢ HHANKATOPAMH JO0CTHKEHUSI KOMIIeTeHIU

Ta6mmma 1 — KomneTeHImu 1 MHAMKATOPHI MX JTOCTHXKCHHS

Kox n naumenoBaunue
KOMIIETEHIIN U

[Tnaaupyemblie pe3yabTaThl O0yYEHUS IO MTPAKTUKE

[lepeuennb 3HaHMI

[lepeuenb ymeHui [IepeueHb HaBBIKOB

O6menpodeccuoHaabHbIE

OIIK-4 ciocoGHOCTBIO
OCYIIECTBIISATH JIEIOBOE
oO1mieHue u myOJInYHbIe
BBICTYIUICHHS, BECTH 1€~
PEroBOPHI, COBEIIAHHMS,
OCYIIECTBIISATH JICIOBYIO
HEPEIUCKY U MOJICPKH-
BaTh AJICKTPOHHBIE KOM-

3HaTh!

- TpeOOBaHUS K

0 OPMIICHHIO 10-
KYMCHTOB;

- TpeOOBaHUS K
CTPYKTYypE, coziep-
KAHWIO ¥ O(HUITH-
AJIbHO-JICJIOBOMY

JIOBBIX THCEM;
- OPraHU30BbIBaTh | JJOKYMEHTOB.
paboTy ¢ JOKyMEH-

YMeTh: Brnaners:

- OCYILIECTBIIATh - HaBBIKOM COCTaBJIe-
JOKYMEHTHUPOBaHUE | HUS O(DUIIHATHHBIX
uHdopmanuu; JIOKYMEHTOB U Opra-

- COCTaBJICHHE JIE- HU3ALHUH JIOKYMEHTO-

000poTa U XpaHeHus

MYHUKAIUH CTHJIIO PEYH. TaMHU.
Tabmuna 2 — [Macriopt ¢oH/1a OIIEHOYHBIX CPEJICTB
Kourpoaunpyemsie pazne- | @opmupyemass | HaumenoBanme IMoka3aTenu oeHKHU
Jbl (TeMbl) JUCHUILIMHBI | KOMIIETEHIUSs OLICHOYHOI 0
cpeacTBa
Pazpgen 1 Merononoruue- OIIK-4 Joxman - Ka4eCTBO MOJTOTOBKH
CKHE U IPABOBbIE OCHOBBI (mpenoKeHHbIE MaTepua-
JTVCIIATUTAHBIL. JIBI IS YTCHMS, pa3gaTod-
HBIE MaTE€pHUalbl, THCTPYK-
Pa3znen 2 HopmupoBanue OIIK-4 THPOBAHHUC, MOAACPKKA 1
0OpPMIIEHHS JTOKYMEHTOB. TOMOIILb)
- Ka4eCTBO OOBSICHEHUS
Paznen 3 Odopmnenue ot- OIIK-4 (cBOGOIHOE BITA/ICHIE Ma-
JEeIbHBIX BUIOB OpraHu3a- TEPHAJIOM, ACHOC IMIOHUMa-
LIUOHHO- HHEC TEMBI, ICHBIC OTBCTHI
paCHOpHHHTeHBHBIX I[OKY' Ha BOIIPOCHI, IIPUBEACHUC
IIPHUMEPOB);
MEHTOB B OpraHax rocy-
- Ka4yecTBO PECypCoB
AApCTBCHHOTO M MyHHIH- (mmpora npeacTaBIeHHBIX
aJIbHOTO praBHeHHﬂ' PCICBAHTHBIX UCTOYHHUKOB,
CCBUIKH Ha HEOOXOIUMBIE
Paznen 4 Opranuzanus pa- OIIK-4 U1 MTEHHS HCTOMHIKIL
6OTLI ¢ I[OKYMCHTaMI/I. CcBIJIKH Ha SJICKTPOHHBIC
pecypcsl)
- Ka4eCTBO IPE3CHTAILIUN
(I/ICHOJ’IB3OBaHI/I€ ayauno-
BUACOTCXHUKH, pa3aaTo4-
HBIX MaTc€puajioB, IKHUBad,
JTUHAMHYHAS )
Bce paznensi OIIK-4 PI'P YpoBEeHb HABBIKOB COCTaB-
JeHus Oo(UIMATBHBIX J0-
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KYMEHTOB, OpraHu3anuu
JIOKYMEHTOO00pOTa U Xpa-
HCHUA JOKYMCHTOB.

2 Meroauyeckue MaTepuaJibl, ONpeae/Isiionue npoueaypbl OeHMBAHUS 3HAHUM,
YMeHHUIi, HABBIKOB H (MJIH) ONBITA AeATeIbHOCTH, XapaKTepu3yolue npouece
(popMupoBanus KoMIeTeHIH I

Meroaudeckue Marepuaisl, ONPEACIAIONIME IPOLEIypbl OLEHUBAHNS 3HAHUM, YMEHUH,
HaBBIKOB U (WJIM) OMbITA AEATEILHOCTH, IPEACTABICHbI B BUJE TEXHOJOIMUECKONW KapThl TUCIIU-

TUTHHEI (Tabsuna 3).

Ta6ymma 3 — TexHoyiornueckas Kapra

HaunmeHoBaHue Cpoku Bbl- | IlIkana one- Kpurepun onennBanus
OLICHOYHOI0 NOJTHeH U HHUBaHUSA
CpeacTBa
3 cemectp

IIpome:xxyTounas arrecranusi B popme «3a4er ¢ OLEHKOI»

Joknan mo Temam
pazaena 1

B teuenue
ceccuu

10 6amoB

10 6amos - 85 — 100 % BepHBIX OTBETOB
Ha BOIIPOCHI TECTa

8 6amoB - 75 — 84 % BepHBIX OTBETOB Ha
BOIIPOCHI TECTa

6 6am1oB - 65 — 74 % BepHBIX OTBETOB Ha
BOIIPOCHI TECTa

4 6ama - 0 — 64 % BEepHBIX OTBETOB Ha BO-
HPOCHI TecTa

Jlokmag mo TeMam
pasnena 2

B Teuenne
ceccuu

10 6amnoB

10 Gamnyos - 85 — 100 % BepHBIX OTBETOB
Ha BOIPOCHI TeCTa

8 6aoB - 75 — 84 % BepHBIX OTBETOB Ha
BOTIPOCHI TECTA

6 6am10B - 65 — 74 % BepHBIX OTBETOB Ha
BOTIPOCHI TECTA

4 6anna - 0 — 64 % BepHBIX OTBETOB Ha BO-
MIPOCHI TeCTa

Jlokmag mo TeMam
pasnena 3

B Teuenne
ceccuu

10 6amnoB

10 Gamsos - 85 — 100 % BepHBIX OTBETOB
Ha BOIPOCHI TeCTa

8 6aoB - 75 — 84 % BepHBIX OTBETOB Ha
BOTIPOCHI TECTA

6 6am10B - 65 — 74 % BepHBIX OTBETOB Ha
BOTIPOCHI TECTA

4 6amna - 0 — 64 % BepHBIX OTBETOB Ha BO-
MPOCHI TeCTa

Joknan mo Temam
paznena 4

B teuenue
ceccuu

10 6ammoB

10 6amoB - 85 — 100 % BepHBIX OTBETOB
Ha BOTIPOCHI TECTa

8 6amoB - 75 — 84 % BepHBIX OTBETOB Ha
BOIIPOCHI TECTa

6 6amIoB - 65 — 74 % BepHBIX OTBETOB Ha




14

BOIIPOCHI TECTA
4 Ganna - 0 — 64 % BepHBIX OTBETOB Ha BO-
MPOCHI TeCTa

PI'P

B Teuenue
cemecTpa

30 6amoB

(25-30 6amTOB) BBIMOJIHEHBI BCE 3aJaHUS
B pabore; akKypaTHOe O(OpMIIEHHE CO-
[JIACHO CcTaHAapTaM OQOpPMIICHUS IHUCH-
MEHHBIX PaboT; 00OCHOBAaHHBIC BBIBOJII,
NpaBWIbHAS W TIOJIHAS WHTEPIpETAIUs
BBIBOJIOB, CTYJIEHT apryMEHTHPOBAHHO
O00OCHOBBIBAET CBOKO TOYKY 3pCHHS,
o0oOmmaeTr Marepuan, YBEPEHHO W IIpa-
BIWJIBHO OTBEYAET Ha BOIPOCHI IPEIoja-
BaTellsl B XO/I€ 3aIIUTHI PadOTHI;
(20-25 ©GammoB) pabora BBIMOJHEHA I10
TpeboBaHUSAM K oreHke "5", HO momymie-
HbI HEJIOYETHI; HE3HAUNTEIILHBIC TIOTPEIl-
HOCTU B O(OpMJIEHUM PAaOOTHI; NMPaBUIb-
Hasl, HO HEIOJIHAS WHTEPIPETALNs BBIBO-
noB. Bo Bpemst 3amuThl pabOThl CTYJCHT
JIaeT TpaBWIbHBIC, HO HETOJIHBIE OTBETHI
Ha BOIIPOCHI NIPEIOIaBATENs, HCIIBITHIBACT
3aTpy[IHEHUS] B WMHTEPIPETAUN TIOJTY-
YECHHBIX BBIBOJIOB, 00OOIIAIOIINE BHIBOJIBI
CTYy/IGHTa HEJOCTaTOYHO YETKO BBIpaXKe-
HBI;
(15-20 GamioB), HO B XOJ¢ MPOBEIACHUS
paboThl ObLTM OMYIIEHBl OMIMOKH; 3Ha-
YUTEIbHBIE MMOTPEITHOCTH B O(OPMIICHUH
paboThl, HEMOoJHAasi WHTEPIPETAIHs BbI-
BOJIOB U BO BPEMs 3aIIUTHI pabOTHI CTY-
JICHT HE BCerJa JaeT NpaBHIbHBIE OTBE-
TBI, HECIIOCOOCH WHTEPIPETUPOBATH IIO-
Jy4eHHBIE BBIBOJIBL;
(menee 156a10B) paboTa BBIMOJTHEHA HE
MOJIHOCTHIO WITM 00BHEM BBITIOIHEHHOM Ya-
cTH pabOTHI HE TIO3BOJISIET ClIENATh Tpa-
BUJILHBIX BBIBOJIOB; HEAKKypaTHOE 0popM-
JIieHne pabOThI, HAPYIICHUE CTaHAAPTOB
o¢opMIIeHHS MMCEMEHHBIX paboT; HEempa-
BUJIbHASI MHTEPIIPETALINS BBIBOJIOB JINOO
OTCYTCTBHUE BBIBOJIOB HECIIOCOOEH IPO-
KOMMEHTHPOBATH X0/ pEIICHUS 3a/1a4H,
JTaeT HeMpaBUWIIbHBIE OTBETHI, HECTIOCOOEH
chopMUpOBaTh BHIBOIBI IO padoTe.

HUTOIO:

70 6anoB

Kpurtepuu onieHKH pe3y/1bTaTOB 00y4eHHs 10 JHCHHUILIMHE:

0 — 64 % oT MakCHMaJbHO BO3MOXKHOUM CYyMMBI 0QJIJIOB — «HEYIOBJIETBOPUTEIHLHOY (HEIOCTAa-
TOYHBIN YPOBEHb JUISI IPOMEKYTOUHOM aTTECTAllMU MO JUCLUILINHE);

65 — 74 % oT MaKCMMaIbHO BO3MOXKHON CYMMBI 0aJlIOB — «yJOBJICTBOPHTEIHHOY (TIOPOTOBBII
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(MUHUMAJIBHBIN) YPOBEHB);
75 — 84 % oT MakcHMaJbHO BO3MOXHON CYMMBI 0aJlJIOB — «XOPOIIO» (CpeIHUN YPOBEHb);
85 — 100 % oT MakcHMaJIbHO BO3MOKHOW CYMMBI OAJUIOB — «OTIUYHOY (BBICOKHI (MaKCHMaIlb-

HBIi1) YPOBCHB)

3 TunoBble KOHTPOJIbLHBIE 321aHUSI WJIN HHBIE MATEPHUATbI, HEOOXOAUMbIE J1JI51
OLIEHKHU 3HAHUI, YMeHH i, HABLIKOB U (MJIM) ONbITA AeSITEJIbHOCTH, XapaKTepPH-
3yomme npouecc popMupoBaHUs KOMIIETEHINH B X0/1e 0CBOeHHsI 00pa30Ba-
TeJbHOH MPOrpaMMbl

3.1 3agaHus 11 TEKyIEro KOHTPOJIsl yCIeBaeMOCTH

Pa3nen 1 MeTonoJioruyeckne u NPpaBoBbie OCHOBBI THCHHUILINHBI

Tema 1.1 IlonsiTue 0 1OKyMeHTe, ero GQyHKIUAX, KIaccuPuKanuu

CemuHapcKkoe 3aHATHE MPOBOTUTCS B (GopMe OOCYKICHHS BOIPOCOB, COCTABJICHUS H
oOCcyXXIeHHsI TOKyMEHTOB. B Xome ceMHMHapCKOro 3aHsTHS MPOBOIUTCS BXOTHOM KOHTPOIb
3HaHUW 00yYaIOIIUXCS.

TeMmbl 1OoKIa0B:

1. TlouaTue «IOKYMEHT», €r0 pOJib B YIIPaBICHUHU.

2. OyHKIUU TOKyMEHTA.

3. Knaccudwukanms TOKyMEHTOB.

4. Hcropus nenonpou3BOICTBA B TOPEBOMIOIMOHHOIN Poccuu (mpukazHoe, KOJJIeKCKOe
Y UCTOJIHUTEIBCKOE ACTONPOU3BOJICTBO).

5. CoBerckoe IeIONpPOU3BOCTBO.

6. CoBpeMeHHOE JeTIONPOU3BOICTBO.

Tema 1.2 HopmaTuBHO—TIpaBOBOE€ 1 HOPMATHBHO-METOAMYECKOE PeryJIMpPOBaHUE
AOKYMEHTAIIMOHHOI0 00ecriedyeHHsl YIPaBJIeHus!

CemuHapckoe 3aHsATHE TPOBOAUTCS B (popMe 00CYKICHHS BOTIPOCOB.

Temsl qoknanos: [IoHATHE U CYIIHOCTD FOPUANYECKON CUJIBI TOKYMEHTA

1. 3akoHomarenpHas 0a3za JOKyMEHTAIlMOHHOTO obecnieuenusi B Poccun.

2. Metonuueckas 6a3a nenonpousBozactsa: ['CHOY, 'OCTs, knaccudukaropsl,
HOPMAaTHBBI, HHCTPYKITHH.

3. CoBpeMeHHas CTpyKTypa yrpasieHus B cpepe JOY.

4. Pernamenrtanus monroToBku U 0OpMIIEHHSI JOKYMEHTOB B OpraHU3aliy.

Tema 1.3 Yuudukanus u craHIapTH3alUs JOKYMEHTOB
CemuHapckoe 3aHsTHE IPOBOAUTCS B (popMe 00CYXI€HHS BOIIPOCOB.
TeMbI TOKIa/I0B:

1. Yro Takoe yHH(]UKaLUs JOKYMEHTa U KaKOBbI €€ 11enu?

2. Urto Takoe «cuctema qoKyMeHTaruny»? Kakumu npu3HakamMmu OnpeaeisieTcst
CUCTEeMa JOKYMEHTAIH U IouemMy?

3. Uro takoe YCOPJI? KakoBo eé comepkaHue 1 B 4eM €€ 0COOCHHOCTH?

4. Yro Takoe Gpopmynsap JOKyMeHTa U 4eM (HopMymsip oTiudaercs ot popmymnsipa-
obpasma?

5. UYro takoe crannaptuszanus? KakoBo cooTHomeHne YHU(DUKALIUN U
CTaHIAPTHU3ALNN?

6. Uro BXOOUT B KOMIIJICKC HOPMATUBHBIX TOKYMCHTOB I10 CTaHI[apTI/BaI_II/II/I?

Pasznen 2 HopmupoBanue ogopmiieHHsl TOKYMEHTOB
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Tema 2.1 O0mue moJiokeHust 0 MpaBuJIax opopmieHHs T0KyMeHTOB. TpedoBaHus K
U3rOTOBJIEHUIO 0JIAHKOB 10KYMEHTOB

CemuHapckoe 3aHsITHE IPOBOAUTCS B popMe 00CYKIEHHS BOIIPOCOB.

TeMbl 10KIa/10B:

1. Kaxkwue criocoOs! 0o(hopMIIeHUS! pEKBU3UTOB JOKYMEHTA CYIIECTBYIOT?

2. UYro Ttakoe Omank nokymenta? Ilepeuncnute crnocoObl HM3rOTOBICHUS OJIAHKOB
JOKYMEHTOB. UTO SBISETCS OCHOBOW JJIsl MPOEKTUPOBaHUA OnaHka nokymMeHTa? CKOJIBKO BHUJIOB
0JIaHKOB JIOJKHA UMETh opranu3anus B cootBerctBuu ¢ [OCT P 7.0.97-2016 ?

3. Ecnu Bl - ¢u3uueckoe M0, BOCHOIB3YETECh U Bbl OIaHKOM MPH COCTaBICHUH
nenoBoro nucbma? Ecnmu Bel — 1opuanueckoe nuIo, Bocmoiibdyerech Ju Bbl Onankom ams
COCTAaBJICHUS JIMYHOIO NucbMa? MOTUBUPYHTE OTBET.

4. Kakue nocTossHHbIE PEKBU3UTHI TOJKHBI HAHOCUTHCS HA KaXblil BUJ Onanka? Yem
o0mmii 6:1aHK oTIMYaeTcs OT OaHka ajs nucbma?

5. Kakue tpebGoBanus npeabspisitorcs st ohopmieHus pekBusuta «HammeHoBaHue
OpraHM3alH — aBTOPA JOKYMEHTa»?

6. Uro BxomuT B pekBU3UT «CIipaBOYHbBIC JaHHBIE 00 OpraHu3aumn»?

7. UYeMmy IOKHO COOTBETCTBOBaTb HAaMMEHOBAaHUE BUJA JOKYMEHTa, BHECEHHOE Ha
OJaHK KOHKPETHOTO BUJIA TIOKYMEHTa?

8. Kakwue cioco0sr ohopmienus pekBusnta «/lara mokymenra» Bei 3Haere? [IpuBenure
MPUMEPHI UX UCTIOJIb30BAHU.

9. UYro o3Hawaer W Kak odopmisieTcs peKBU3UT «PerucrpanuoHHBI  HOMEp
nokymeHTa»? Kakum ObIBaeT JaHHBIA PEKBU3UT?

10. Bcerna nu Ha OnaHKe HAHOCUTCS PEKBHU3UT «MECTO COCTABICHHS WM H3IAHUS
JOKYMEHTa»?

Paznen 3 OdopmieHue OTaeNbHBIX BHAOB OPraHU3ANMOHHO-PACHOPAIUTEIbHBIX
JOKYMEHTOB B OPraHax rocyiapcTBeHHOI0 U MyHHIIUNIAJILHOTO YIIPABJIeHUS

Tema 3.1 Oprann3zanuoHHbIE JOKYMEHTBI

CeMuHapCcKoe 3aHATHE MPOBOAMTCS B (hopMe OOCYXKICHHUS BOIPOCOB, COCTABJIICHUS U
00CYyXKIeHHsI TOKyMEHTOB.

TeMBI TOKIaJI0B:

1. Yro Takoe — opraHu3alMOHHbIE JOKYMEHThI? Kakue TOKyMEHTBI OTHOCATCA K
HUM?

2. Yro Takoe — ycraB opranuzaiun? Kakos ero popmynsap? Kakosa cTpykTypa
TEKCTa IAaHHOTO JOKYMEHTa?

3. Yro Takoe — MOJIOKEHUE O CTPYKTYPHOM NozapasfeseHnn? YTo BKIIOYEHO B
bopmynsip nonoxenus? KakoBa cTpykTypa TekcTa MOJ0KEHUS?

4. Yro Ttakoe — uHCTpYyK1usA? Kakumu ObiBaroT HHCTpyKIMH? KakoB ux Gpopmyssp u
CTPYKTypa Tekcta?

S. KakoBa cTpyKTypa TeKCTa JOJKHOCTHON MHCTPYKIUU?

Monyas 4 Oprann3anus padoTsl ¢ JOKYMEHTAMH

Tema 4.1 Opranuszanus 1oKkyMeHToo0opora B opranax UMY

CemuHapckoe 3aHsiTHE NMPOBOTUTCS B (opMe 00CYXkIeHUs BOMPOCOB, a TaKxke B (hopme
IIPOBEJICHHUSI I€TTOBOU UIPBI.

Temsl OKIANO0B:

1. Yro Takoe 10KyMeHT00O60poT? KakoBbl €ro MpUHIUIBI, CXEMBI, y4eT oObema?

2. Kak opranuzoBassl mprieM, 00paboTka 1 mepeiaya pa3iInyHbIX TOTOKOB
JTIOKyMEHTauu?

3. Onummre npaBuiia perucTpaluy U UHJIEKCUPOBAaHUs JOKYMEHTOB B OpraHax

TOCYAApCTBEHHOTO U MYHUIIMITIAJIBHOT'O YITPABJICHH.



17

4. Yro Takoe HHPOPMAIITOHHO-TIOUCKOBBIE CUCTEMBI IO JOKYMEHTaM, KaKOBBI X
BUJIbI, IPUHLUIIBI IOCTPOEHUS], LIEJIN CO3JaHMUA.
S. Kak ocyiiecTisieTcst KOHTPOJIb UCIIOJHEHUS T0OKyMEHTOB?

Tema 4.2 OOecnieyeHne COXPAHHOCTH JOKYMEHTOB
CemMuHapckoe 3aHATHE IPOBOIUTCS B popMe 00CYKIeHUSI BOIIPOCOB.
Temsl JOKIAI0B:

1. [TonsiTus «ApXUBHBIA POHI» U «aPXUBHBIA JJOKYMEHT.

2. DKcrnepTu3a IIEHHOCTH JIOKYMEHTOB: (TIOHSITHE, LI€JTH, 3Tallbl, TOPSIOK
OpraHu3any U QyHKIUU SKCIIEPTHON KOMUCCHH, PE3YIbTaThl €€ padOThI).

3. Howmenkmarypa nen, e€ comepxanue, paBuiia COCTaBICHUS U 0pOpMIICHUSI.

4, ®dopMupoBaHUE JACII.

5. Odopmienne nern.

6 Cocrasiienne 1 0(hOpMIICHHE OTTUCEH .

7 Opranuzanus XpaHeHus JOKYMEHTOB B apXHBE OpPTraHU3aluN

Tema 4.3 ABTOMaTH3a1Usl JOKYMEHTAIMOHHOTO O0ecneyeHus yIpaBJieHUus
CeMuHapcKoe 3aHATHE TPOBOIUTCS B opMe 00CYKIEHUSI BOIIPOCOB.
Tembl 1O0KIa10B.

1. KakoBsI nieiau aBTomaruzanuu JJOY?

2. Kakue cucremsl aBromarusanuu JJOY cymectBytor? KakoBsl o0uiue TpedoBanus,
MPEABSBISIEMbIC K HUM?

3. Kakwue rpynmsl paOOTHUKOB MOKHO BBIJICTTUTH B COOTBETCTBUHU C (DYHKITHSIMH,
BbINOTHsAeMbIMU UMU B CA JIJ1?

4, KakoBbI OCHOBHBIE ()YHKIIHH CUCTEM aBTOMAaTH3UPOBAHHOTO JICIIONPOU3BOICTBA?

PacueTHo-rpaduyeckas padora

Llenb: MPOAEMOHCTPUPOBATH HABBIKM COCTABJICHUS! OPHUIMATBHBIX JOKYMEHTOB, OpTaHU3a-
UM JOKYMEHTO000POTa U XpaHEHUs T0KyMEHTOB.

Pacuetno-rpaduueckas paboTa BBHIIOJIHSAETCS CTYJIEHTOM B TE€UEHUE CEMECTpa IO BapHaH-
taM. HoMep BapuaHnTa onpenensercs NpenojaBaTesIeM.

3agaun:

1. B cooTBeTCTBUM C HOMEPOM BapHaHTa BHIOPATh JOKYMEHT OpraHa rocyJlapCTBEHHOIO U
MYHUIIMNIAJIBHOTO yrpaBieHus. OnpeaenuTs sSBiIseTcs JOKyMEHT NOIMHHBIM WK (eHKOoM.

2. HaiiguTe u ucnpaBbTe B JOKYMEHTE BCe HECOOTBETCTBMS IpaBUiIaM M HOpMaMm OQopM-
JICHUS! IOKYMEHTOB II0JJTOOHOTO YPOBHSI.

3. Ha ocnoBanuu Ilpukaza Pocapxusa ot 20.12.2019 N 236 "O06 yrBepxaenun Ilepeuns
TUIIOBBIX YNPABICHUYECKUX APXMBHBIX JOKYMEHTOB, OOPa3yIOIIUXCS B MPOILECCE AEATEIbHOCTU
rOCYIapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUS U OpraHU3alUil, C yKa3aHUEM
CPOKOB UX XpaHEHHUA" OIpeNenTe BUJ JOKYMEHTA U CPOKH €r0 XpaHEHHUSI.

IHoaroroBka oruera

IIo oxoHuaHuro BbINOIHEHHUS 3a1aHuil PI'P cTyaeHToM nmoaroraBimBaeTcss OTYET.
1) Otuer odopmisiercst B cooTBercTBHM ¢ TpeboBanusmu PJl 013-2016 «TekcroBbie
cTyneHdeckue pabotsl. [IpaBuia opopmiieHUs» U COCTOUT U3 CIEIYIOIINX YacTel:
- TUTYJIbHBIN JIUCT;
- COJIEpKAHUE;
- BBCJICHHUE;
- OCHOBHYIO YacCTh;
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- 3aKIJIIOYCHHUE;

- CITUCOK MCTIOJIh30BaHHBIX HCTOYHHKOB;

- puiIoXKeHus (TP HEOOXOMMOCTH).

2) BBenenue conepkut oOIIyI0 XapaKTepUCTUKy padoThl. Llens u 3amaun padotsl. Pac-
1oJlaraeTcs Ha OT/AEIbHOM CTpaHuUIIE.

3) Kaxxnoe BbImosHEHHOE 3a/1aHie 0QOPMIISIETCST OT/IEIBHBIM Pa3/Ie]IoM OCHOBHOHM 4acTH
oTyera.

4) 3akiIroueHUe pacnojaracTcs Ha OTACIbHON CTPaHUIIE M COJCPKHUT KPATKUE BBIBOJBI O
Ipo/IeIaHHON paboTte. 3akIOYeHHE HOCHT KOHKPETHBIH XapakTep M IMOKa3bIBAaeT, YTO CAEall
CTYJICHT B CBO€ii pabore.

5) Crnucok nuTepaTypbl COCTOMT U3 HOPMAaTHBHO-TIPABOBBIX aKTOB, y4eOHHUKOB U y4eO-
HBIX [TOCOOMIA, HCITOJIb30BAHHBIX B X0JI€ BHIITOJHEHUS 33 JaHU.

6) [IprioxeHHus: TOMEMIAOT MOCIe CIUCKA TUTEPATyPhl B IOPSIKE UX OTCHUIKK UM 00pa-
IICHUS K HUM B TEKCTE.
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Jlucr perucrpanuu usmenenuit k PI1/I

OcHOBaHHE BHECCHUS
N3MCHCHUA

KonnuectBo
CTpaHMI]
W3MEHEHUS

Ioamnuce
pa3pabotunka PI1]]

BocnurarensHas pabota oOydaromuxcs.
OcHoBanue: Dedepavhbiil 3aKOH Om
31.07.2020 N 304-@3 "O sHecenuu uzmene-
Huti 8 @edepanvusiil 3axon "06 obpazosa-
Huu 8 Poccutickoti @edepayuu" no sonpo-
cam socnumanusi ooyuarowuxcs'

[TpakTHyeckasi MOArOTOBKAa 00YYarOIINXCS.
OcunoBaunue: [Ipuxaz Munucmepcmea Hayku
u evicue2o obpazosanus Poccuiickoti @ede-
payuu, Munucmepcmea npoceewenus Poc-
cutickou @edepayuu om 05.08.2020 . Ne
885/390 "O npaxmuuecxou noocomogke
ooyuarowuxcs"

Axryanmzanust PI1/] x HoBomy 2021-2022

yueOHOMY Toay.
OcuoBanue: [IpoTokon 3acepanus kadeapsi
Nel4 ot 25.05.2021
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