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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 MunoOpuayku Poccun ot 13.08.2020 Ne 1016, 1 ocHOBHOI mipodec-
CHOHAJIbHOM 00pa3oBaTebHON MPOrpaMMBbI MMOATOTOBKH « Y IIpaBlIeHNE TOCYIapCTBEHHBIMU MPO-
€KTaMU U IIporpaMMaMmp» 110 HampasiieHuto noArotoBku «38.03.04 I'ocynapcTBEHHOE U MyHHU-
[UIAIBHOE YIIPABICHUEY.

[IpakTuyeckasi MOArOTOBKA pealu3yercsi 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, O0oOmeHHas TpyaoBas QyHkmus: B. Opranuszanust u mpoBe-
JIEHUE MOATOTOBKH U peajn3aluy MPOeKTa rocyAapCcTBEHHO-4acTHOTrO napTHepcTBa; O600meH-
Hast TpynoBas ¢pyakius: C. YnpaBieHHe U KOHTPOJIb HOJATOTOBKY M PEAM3alH MIPOEKTa TOCy-
JApCTBEHHO-YaCTHOI'O NapTHEPCTB.

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

OcnoBuble pazzmensl / | Pazgen 1 Meromonoruueckue v IpaBoOBbIE OCHOBBI TUCIIUILIIHHEI.
TEMbI JTUCIUTUINHBI Paznen 2 HopmupoBanue ohopMiIeHUsT JOKYMEHTOB.

Paznen 3 Odopmiienne OTAeNbHBIX BUOB OpraHU3aIIMOHHO-
pacropsIUTeIbHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOTO M MY-
HUOUIIAJIBHOTO YIIPAaBJICHUA.

Pa3znen 4 Opranuzanus paboThl C TOKYyMEHTAMHU.

2 IlepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00yUeHHS N0 JMCHUIIHHE (MOAYJII0),
COOTHECEHHBIX C HHANKATOPAMM JOCTHKCHHUSI KOMIIETCHIIHI

[Ipouecc n3ydeHust AUCUMILIUHBI «J[OKyMEHTAIlMOHHOE 00eCIedeHne U AeT0NpPOU3BO/I-
CTBO B FOCYAapCTBEHHOM M MYHHIIMITAILHOM YIPaBICHUW» HAIMpaBlieH Ha (OPMUPOBAHUE Clie-
nyrorux kommnereHui B cootBeTcTBUU ¢ PI'OC BO u ocHOBHOM 00pa3oBaTeIbHON Mporpam-
Moii (Tabmuna 1):

Tabauna 1 — KoMnereHIMM 1 MHANKATOPBI UX TOCTUKEHUS

Kon v HanMeHoBaHME KOMITe- WNHauKaTOphl JOCTUKEHUS IInanupyemsle pe3ynbTa-

TEHIUU Thl 00Y4€HHUS 10 TUCLU-
IUIMHE
YHuBepcabHbIe

YK-4 CriocobeH ocymiecTB- VYK-4.1 3naeT 0cOOEHHOCTH yCT- 3HATh.

JSATh 1€JI0BYI0O KOMMYHHKA- HOTO U NMHCbMEHHOT0 O0IIeHUsl Ha | - TpeboBaHus K opopmiie-

IIMIO B YCTHOM U MHCBMEHHOW | PyCCKOM M MHOCTPAHHOM SI3bIKaX; | HUIO JOKYMEHTOB;

¢dbopMax Ha rocy/lapCTBEHHOM | IIpaBHJIa U 3aKOHOMEPHOCTH JI€NIO- | - TpeOOBaHUS K CTPYKTY-

a3bike Pocculickont denepa- | BOM yCTHOM U MUCBMEHHOM KOM- pe, coepKaHuIo U 0pu-

IIUU 1 UHOCTPaHHOM(BIX) MYHUKAIUU LAAJIBHO-/1EJIOBOMY CTHITIO




sa3bIKe(ax)

VYK-4.2 YMmeeT npUMeHSTH pa3-
JIUYHBIE METOBI AETIOBOrO 0011Ie-
HUS HA PYCCKOM M HHOCTPAaHHOM
SI3bIKaxX KaK B YCTHOMU, TaK U B
MMCbMEHHOU popme

VK-4.3 Brnaneet HaBLIKAMU 4Te-
HUS U [IepeBOa TEKCTOB Ha MHO-
CTpaHHOM SI3bIKE B Mpodeccuo-
HaJIbHOM OOIICHUH; HABBIKAMU JIe-
JIOBBIX KOMMYHHMKAIIMH B YCTHOHU U
MMCEMEHHOU (popMe Ha PYCCKOM H
MHOCTPAHHOM SI3BbIKAX

peun.

YMers!

- OCYIIECTBIIATH JTOKYMEH-
TUpOBaHHE HH(pOpMaLUY;
- COCTaBJICHUE JIETOBBIX
IHCEM;

- OpraHMU30BbIBATh PaboOTy
C IOKyMEHTaMU;

Biagers:

- HaBBIKOM COCTaBJICHUS
o(UIIMaNBbHBIX TOKyMEH-
TOB U OpraHU3alUu J0-

KYMEHTO000pOoTa U Xpa-
HEHHS JOKYMCHTOB.

3 MecTo AUCHUILIMHBI (MOAYJIS) B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMbl

JucuumnnuHa «J{lokyMeHTaloHHOEe 00ecreueHrne U JIeI0IPOU3BOJICTBO B TOCY1apCTBEH-
HOM ¥ MYHUILIMTIAJIBHOM YIIPABJICHUN» U3y4aeTcs Ha 2 Kypce, 3 ceMecTpe.

JucuunianHa BXoauT B cocTaB 0oka 1 «Jlucuuruinael (MOAYIIN)» U OTHOCHUTCS K 0a3o-
BOW YaCTH.

Jlnist OCBOEHUS AUCUUIUIMHBI HEOOXOMMBI 3HAHUSI, YMEHHSI, HABBIKU W / WJIU OTIBIT TPaK-
TUYECKON J1eATeNbHOCTH, CPOPMUPOBAHHBIE B MPOLIECCE U3YUCHHUS NUCUUIUIMH / IpakTuK: «Pyc-
CKMM SI3BIK U KyJbTypa peun», «VIHOCTpaHHBIN SI3bIK».

JucuumnnuHa «J{okyMeHTalmoHHOe o0ecredyeHrne 1 JeIONPOU3BOJCTBO B TOCYIapPCTBEH-
HOM ¥ MYHMLIMIIAJIbHOM YIIPaBJIEHUN» YaCTUYHO peaju3yercs B (popmare NpakTUYECKOM MoAro-
TOBKH.

JucuuninuHa «JlokyMeHTalMoHHOEe 00ecreueHrne U JIeI0IPOU3BOJICTBO B TOCY1apCTBEH-
HOM U MYHUIIMIIATHHOM YIPABJICHUN» B PaMKaX BOCHUTATENbHOW paboThl HampaBieHa Ha Gop-
MHUpPOBaHHE y 00y4aroMXCsl aKTUBHOM Ipa’kJaHCKOM MO3UIINH, YBaXKEHHUS K IpaBaM U cBoOO1aM
4eJI0OBEKa, 3HaHMWS IPABOBBIX OCHOB M 3aKOHOB, BOCIUTAaHUE YYBCTBA OTBETCTBEHHOCTH MWJIU
YMEHHMsI apTyMEHTUPOBaTh, CAMOCTOATEIbLHO MBICIUTh, Pa3BUBAET TBOPUYECTBO, MPOPECCHOHATb-
HbIE YMEHMS WA TBOPUYECKU PA3BUTON JIMYHOCTH, CUCTEMBI OCO3HAHHBIX 3HAHUI, OTBETCTBEHHO-
CTH 3a BBIIIOJIHEHNE Y4eOHO-TIPOU3BOACTBEHHBIX 3a/laHUM U T.1.

4 O0beM AUCHHMILIMHBI (MOLYJI51) B 3a4€THBIX eAUHULAX C YKa3aHHEM KOJIN4YeCTBa
aKajgeMM4YeCKHMX YacoB, BbIJIeJICHHbIX HA KOHTAKTHYIO pa0oTy 00y4aromuxcs
¢ mpenoaasareJieM (110 BUIaM Y4eOHBIX 3aHATHI) M HA CAMOCTOATEJILHYIO padoTy
00y4yarIuXxcs

O6mas Tpya0eMKOCTh (00beM) TUCHUILINHBI COCTaBIseT 4 3.¢., 144 akax. gac.
Pacnipenenenrie o6beMa JUCHUILIMHBL (MOJIYJIsI) IO BHJIaM y4eOHBIX 3aHSATHI MpeacTaB-
JeHo B Tabmnure 2.

Tabmuna 2 — O6beM TUCIUIUIMHBI (MOYJIS) TIO BUJIAaM YYEOHBIX 3aHSITHH

O0BeM TUCIUITLINHEL Bcero akanemu-

YECKHUX 4aCoOB

OO011ast TPYA0EMKOCTh AUCIUTITUHBI 144




KonTakTHas aynuTopHas padota o0y4yawmmxcs ¢ npemnojasaresem (1o
BH/IaM Y4eOHBbIX 3aHATHI), BCEro

16

B ToM uncie:

3aHATHA JEeKIHOHHOr0 TUMNA (JIGKIWU W WHBbIC y4eOHbIC 3aHATHSA, IPEIy-
CMaTpPUBAIOIIUE TPEUMYIIECTBEHHYIO Iepeaady y4eOHol nHpopMauu me-
JAarOTU4eCKUMHU paOOTHUKAMM)

10

3aHATHS CEMHHAPCKOI0 THNA (CEMHUHAPHI, IPAKTUYECKUE 3aHATUS, TPAK-
TUKYMBI, TabOpaTopHble paboThl, KOJUIOKBUYMBI M WHBIE aHAJIOTUYHbBIC 3a-
HSATHS)

CamocrosiTesibHAsi pa0d0oTa 00y4aloIUXCsl 1 KOHTAKTHasi padoTa, BKIIO-
Yarolas TPYIIOBbIE KOHCYJIbTAIMK, WHAWBHIYaIbHYIO PaboTy o0ydaro-
HIMXCS C MpernojaBaTesiiMU (B TOM UHWCJIE€ WHIAUBUAYAJIbHbIE KOHCYIJIbTa-
I[UH); B3aUMOJICHCTBUE B AJIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeIHHON
cpele By3a

128

[TpomexyTouHas aTTecTalus 00y4aroImuxcs — 3a4eT C OLEHKON

5 Copepxanue IMCUUILTHHBI (MO1YJIf1), CTPYKTYPHUPOBAHHOE 0 TeMaM (pa3jesiam)
€ YKa3aHHeM OTBeJeHHOr0 Ha HUX KOJIN4YeCTBAa aKaJeMHYeCKHX YacoB M BH/I0B Y4eOHOI

padoThbI

Tabnuna 3 — CTpykTypa U cofepKaHue TUCIUIUIMHBI (MOJTYIIs)

HanMeHnoBanwue pa3ieiioB, TeM U CO- Bupl yaeOHOW paOOThI, BKIIIOUAsi CAMOCTOSTENIEHYIO
Jep’KaHue MaTeprasa paboTy 00y4JarmuXCcs U TPYJOEMKOCTh (B Yacax)
KonTakTHas pabora mpenogasarens ¢ ooyyato- | CPC
IIMECSI
Jlexum CeMuHapckue JlaboparopHsbie
(mpakTHyeckue 3a-
HSTHS)
Paznen 1 Merononoruueckue u npa- 2 30
BOBBIC OCHOBBI JIUCIIUTITHHBI.
Pasnen 2 HopmupoBanue odopmiie- 2 2 30
HUS JOKYMEHTOB.
Paznen 3 Odopmnenune oTaenbHBIX 4 2 30
BUJIOB OPTraHU3alMOHHO-
pactopsANTENHLHBIX JOKYMEHTOB B
OpraHax roCyJapCTBEHHOTO U MYHU-
[TUTIATBHOTO YITPABJICHUS.
Paznen 4 Opraauzanus paboTsI C 10- 2 2 38
KyMEHTaMH.
UTOI'O no xucuMminne 10 6 128
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6 BaeaynuTopHasi caMmocTOsITe/IbHASI PA00Ta 00y4aIOIIMXCH MO JMCUUILIHHE
(MonxyJi10)

[Tpu mnaHupoOBaHUM CaMOCTOSTEIBHOW PabOTHI CTYJCHTY PEKOMEHAYETCSI pyKOBOICTBO-
BaThCSI CIIEIYIOIIUM paclpe/ie]ICeHHEM YacoB Ha CAMOCTOATENbHYIO paboTy (Tabnuna 4):

Tabnuna 4 — PexoMmeniyeMoe pacnpe/iesieHie 4acoB Ha CAMOCTOSITEIIbHYIO paboTy

KoMIOHEHTBI CaMOCTOATEIbHOH PadoThI KosmnyecTBo 4acoB
V3ydeHne TeoOpeTHUECKHX Pa3/ieJIOB TUCIUILINHBI 98
[ToaroroBka K 3aHSITHUSM CEMHUHAPCKOTO THUIA 20
IToaroroska u ohopmienue PI'P 10
128

7 OueHoYHbIE CPeCTBA IJIf NPOBEAeHHs TEKYIIEr0o KOHTPOJISI M IPOMEKYTOYHOM
arTecTAlMU O0YYAKOIIMXCS 10 AUCHUIIMHE (MOLYJII0)

@DOoH/T OLEHOYHBIX CPEJICTB JIJISl MPOBEACHUS TEKYIIETO KOHTPOJIS YCIIEBAEMOCTHU U TMPO-
MEXXYTOUHOM aTrTecTanuu npeacrasieH B [Ipunoxenun 1.

[TonHbI KOMILIEKT KOHTPOJIBHBIX 33JIaHUM WM MHBIX MATEPHUAIOB, HEOOXOIUMBIX JIJIs
OILICHMBAHMSI PE3yAbTATOB O0yUEHHUS MO AUCHUILTHHE (MOJYII0), MPAKTUKE XPaHUTCS Ha Kaden-
pe-pa3paboTurke B OyMakHOM U 3JIEKTPOHHOM BHJIE.

8 YuedHo-MeTOaAMYecKOe M HHPOPMALMOHHOE O0ecnieyeHue JUCHUILINHBI (MOY-
JIs1)

8.1 OcHoBHasi JuTepaTypa

1. Konbimkuna, T. b, JlenoBele KOMMYHHKalUU, JOKYMEHTOOOOPOT U JIEIONPOU3BO-
cTBO : yuebHoe nocobue st By30B/ T. b. Konbsimikuna, U. B. lllyctuna. — 2-e u3z., ucnp. u
nor. — Mocksa : U3gatenscrBo HOpaiit, 2020. — 163 c. // FOpaiit : 31eKTpOHHO-OHOIMOTeTHAS
cucrema. — URL: https://urait.ru/bcode/452463 (nata obparenus: 22.04.2021). — Pexxum mocty-
ma: 1o MO/IHUCKE.

2. lllysanosa, H. H. OcHOBEI jieT0npon3BOICTBA. SI3BIK CITY’)KeOHOTO JJOKYMEHTa : y4eo-
HUK U npaktukyMm nis By3oB/ H. H. lllyBanosa, A.O.HBanoBa; mon oOmel penakuuein
H. H. IllyBanoBoii. — 2-e u3n., nepepad. u pom. — Mocksa : U3znarensctBo Opaiit, 2020. —
428 c. // Opaiit : snexTpoHHO-OMONMHOTeuHas cuctema. — URL: https://urait.ru/bcode/450549
(mata obpamenus: 22.04.2021). — PexxuM gocTyma: mo momucke.

8.2 [lomoJHHMTEJbHAS JIUTEPATypa

3. Ky3nenosa, U. B. KoHdunenumanpHOoe IEIONMPOU3BOJACTBO M 3AIIUIIEHHBIA AIIEK-
TPOHHBIA JOKYMEHTOO0OOPOT : yueOHoe mocobue ans O6akanaBpos / M. B. Ky3nenona, I'. A. Xa-
yarpsH. — MockBa : Al [lu Ap Memma, 2020. — 192 c. // IPRbooks : smexrponHo-
oubnuoreuynas cucrema. — URL: http://www.iprbookshop.ru/97083.html (mara oOpamenus:
22.04.2021). — PexxuM 0CTyIA: 11O MOAMKCKE.

4. JIokyMeHTOBeJeHHE : YU4eOHUK M MpakTUKyM ais By3oB / JI. A. Jloponuna [u np.] ;
nox pen.Jl. A. JlopouuHoit. — 2-¢ u3g., nepepad. u mgon. — Mocksa : M3marensctBo FOpaiir,
2020. - 309 c. // IOpaidt : osnekTpoHHO-OMOnMoTeyHas cucrema. — URL:
https://urait.ru/bcode/450471 (nara obpamenus: 22.04.2021). — Pexxum mocTyma: mo moAmnucke.
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8.3 MeToauuyecKue YKazaHud AJdA CTYACHTOB IO OCBOCHUIO THCHUITIJIHHBI

JUi yCHEIIHOTO BBIIOJHEHUS BCEX Pa3ZesioB CaMOCTOSTENIbHON padOThl ydalumcs pe-
KOMEHAYETCs HCIIONIb30BaTh cleayloniee yueOHO-MEeTOANYECKOoe o0ecreueHue:

MamnrokoBa, A.W. JlokyMeHTallmoHHOE OOecreYeHne W ACIOMPOU3BOACTBO B TOCyIap-
CTBEHHOM U MYHUUMIIAJIbHOM YIPABIECHUN: METOJUYECKNE YKA3aHUS 110 U3YUYECHUIO JUCIUIUIMHBI
/ coct. A.M. MamokoBa. - 2021r. Pa3Mmemensl B CBOOOJHOM JOCTyIl€é B 3JEKTPOHHO-
o0pa3oBaTenbHOIl cpesie By3a.

8.4 CoBpemenHbIe IpodeccHOHATBbHBIE 0a3bl JAHHBIX M HH(POPMALIMOHHBIE
CIPaBOYHbIE CUCTEMbI, HCIIOJIb3yeMble NMPHU OCYIIeCTBICHHH 00pa30BaTEJIbHOIO
npouecca no JUCHUIINHE

1 Dnexkrponno-oubnuoreynas cucrema ZNANIUM.COM. [lorosop Ne 4378 36¢ K3 20 1
2727000769 270301001 0006 001 6311 000 ot 17 anpens 2021 r.

2 DnekTpoHHO-OnbmoTeuHas cucrema [PRbooks. JInnensuonnsiit gorosop Ne EIT 44/13 na
IpeoCTaBICHUE AOCTYIA K 3JIeKTPOHHO-Onbanoreunoit cucreme IPRbooks K3 20 1 2727000769
270301001 0005 001 6311 000 ot 27 mapta 2021 r.

3 DnexktponHo-6ubnmoreyHas cucrema eLIBRARY.RU (nepuonnyeckue uznanusi) JJorosop
Ne EIT 44//12 na oka3aHue yciayr AOCTyma K 31eKTpoHHbIM u3aanusm K3 20 1 2727000769
270301001 0008 001 6311 000 ot 02 mapta 2021 r.

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

8.5 IlepeyeHb pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHHKAIMOHHOM ceTH
«HTEepHET», HEOOXOAMMBIX /1JIsl OCBOECHHST THCIIUIIIUHBI (MOIYJIs1)

1. Marepuansl opuuaIbHOTO caiita AIMUHECTpanuu ropoja KomMcomonbcka-Ha-
Awmype http://komcity.ru (mara oopamenus: 22.04.2021). — Pexxum nocTyrma: CBOOOIHBIIH

2. Marepuansl opunuaibHOTO caiita [IpaBurenscTBa XabapoBCKOTo Kpas
https://www.khabkrai.ru/ (mara obpamienus: 22.04.2021). — Pexxum goctyma: CBOOOIHBII

3. Martepuains! opunuansHoro caiita [IpaBurenscrBa Poccuiickoit @eneparum
http://government.ru/ (mata obparuenwus: 22.04.2021). — Pexum moctyma: cBOOOIHbI#H

8.6 JIuleH3MOHHOE ¥ CBOOOIHO pacnpocTpaHsieMoe NPOrpaMMHoe odecrnedyeHue,
HCNOJIb3yeMoe NPU OCYLIeCTBIEHUHN 00pPa30BaTeILHOIO NMpoiecca
10 JUCHHUNTHHE

Tabnuna 5 — [lepeuens UCHOIB3yeMOTro MPOrPAMMHOTO 0OeCTIeUeHuUsI
Haumenoanue 110 PexBu3uThI
OpenOffice OpenOftice, cBoOOAHAS TUIIEH3US, YCIOBUS UCIIOJIb30BAHUS
o cceike: https://www.openoffice.org/license.html
(ITporpamma pacnpoctpansercs Ha ycnoBusix GNU General
Public License)

9 OpraHu3alMOHHO-TIEAATOTHYECKHUE YCIOBUSA

Opranuzanus 00pa3oBaTeIbHOIO MPOLECCa perJaMeHTUpyeTcss y4eOHbIM IJIAHOM M pac-
MUCcaHUeM y4eOHbIX 3aHATUU. SI3bIk 00ydeHus (mpenonaBaHus) - pycckuil. s Bcex BUAOB
ayIUTOPHBIX 3aHATUHN aKaJeMUUYECKUN 4ac yCTaHABIIMBAETCS IPOAOKUTEIBHOCTHIO 45 MUHYT.

IIpun dopmupoBanuu cBOEW MHAMBHIYaTbHOM 00pa3oBaTeNbHON TpaeKTopuHu oOyyaro-
IIMHACS UMEET MPaBoO Ha Mepe3ayeT COOTBETCTBYIOUINX TUCHUIUIMH U MPO(ECCHOHATBHBIX MOJY-


http://komcity.ru/
https://www.khabkrai.ru/
http://government.ru/
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JIeid, OCBOEHHBIX B IPOIlecCe MPEIIECTBYIONIET0 00y4YeH s, KOTOPBIH 0CBOOOXK1aeT 00yyaroe-
rocst OT HEOOXOAMMOCTH UX TIOBTOPHOTO OCBOCHUSL.

9.1 OOpa3oBaresibHbIE TEXHOJIOTHHU

VYyeOHbIl mpolecc IpH MpenojaBaHuid Kypca OCHOBBIBACTCS HA WCIIOIB30BAHUU TPAIU-
LIUOHHBIX, THHOBAIIMOHHBIX M MH(QOPMALMOHHBIX 00pa30BATENbHBIX TEXHOJIIOTUH. TpaauuuoH-
HBbIC O6pa30BaTeJIBHbIe TCXHOJIOTHU NPCACTABJICHBI JICKIUAMHU U CEMHUHAPCKUMU (HpaKTI/I‘-IeCKI/I-
MH) 3aHATHAMU. VIHHOBallMOHHbBIE 00pa30BaTe/IbHbIE TEXHOJIOIMH UCIIONIB3YIOTCS B BUJE HIUPO-
KOTO IIPUMEHEHUS! aKTUBHBIX M MHTEPAKTUBHBIX (OPM MpoBeaeHus 3anatuil. Mudopmarmonusie
o0pa3oBaTe/IbHbIE TEXHOJOIMM PEATU3YIOTCS IYTEM AaKTUBHU3ALUU CAMOCTOSTEIbHOM pabOThI
CTYZICHTOB B MH(OPMAIIMOHHOH 00pa30BaTeNbHOI cpefe.

9.2 3aHATHA JeKIMOHHOI'0 THIIA

JIEKIIMOHHBIN KypC MPEanoaracT CUCTeMaTH3UPOBAHHOE M3JI0)KEHHUE OCHOBHBIX BOIIPO-
COB yueOHOrO IJIaHa.

Ha niepBoii nekuuu eKTop 00s3aH MpeynpeaIuTh CTYIE€HTOB, IPUMEHUTEIHHO K KAKOMY
0a3oBoMy y4eOHUKY (ydeOHUKaM, yueOHBIM TOCOOHSIM) OyIeT MPOUUTaH KypC.

JIeKIMOHHBIN KypC AOJDKEH AaBaTh HaMOONBIINKA 00beM MH(pOpMAIMKU U 00eCreunBaTh
6osee rirybokoe NOHUMaHKUE Y4eOHBIX BOINPOCOB IPH 3HAUYUTEIIbHO MEHbILEH 3aTpaTe BPEMEHH,
9YeM 3T0 TpeOyeTcst GOJIBIIMHCTBY CTYJCHTOB Ha CAMOCTOSITEIbHOE H3y4eHHE MaTepraa.

9.3 3aHATHA CEMHUHAPCKOr0 THIIA

CeMMHApCKUE 3aHATHS MPECTABIAIOT COOO0 eTaIM3aLHIo JIEKIIHOHHOTO TEOPETUUECKO-
ro MaTepHaia, IPOBOIATCS B IIEJISIX 3aKPEIUICHHUS Kypca M OXBAThIBAIOT BCE OCHOBHBIC Pa3/ieibl.

OcHoBHO# (hopMOH TIPOBENICHHSI CEMHUHAPOB SIBISIETCS 00CYX/IeHHe Hauboee mpooieM-
HBIX ¥ CJIOKHBIX BOIIPOCOB IO OT/EIBHBIM TEMaM, a TaKke pa3dop NMPUMEPOB U CUTYyalMd B
ayIUTOPHBIX YCIOBUSAX. B 00s3aHHOCTH TpemojaBaressi BXOIAT: OKa3aHWE METOJIUYECKON TO-
MOIIH U KOHCYJIbTUPOBaHME CTY/IEHTOB 10 COOTBETCTBYIOIIMM T€MaM Kypca.

AKTHBHOCTH Ha CCMHUHAPCKUX 3aHATUAX OUCHHUBACTCA IO CIACAYIOIIUM KPUTCPUSAM!

- OTBETHI Ha BOIIPOCHI, pe/IaraeMble Mpero aBaTeseM;

- y4aCTHE B JUCKYCCUAX;

- BBITMOJIHEHUE NTPOEKTHBIX U UHBIX 33aJJaHUI;

- aCCHCTUPOBAHHE MPEIIOIaBATEIIO B TIPOBEICHUH 3aHSATHIA.

OTBeT f0JKeH ObITh apryMEHTHPOBAHHBIM, Pa3BEPHYTHIM, HE OJTHOCTIOKHBIM, COJIEPKaTh
CCBIJIKHM Ha UICTOYHHKU.

Jloknazapl U ONIIOHMPOBAHHE JOKJIAJ0B MPOBEPSIOT CTENEHb BIAJAECHUS TEOPETHUECKUM
MaTepHajioM, a TaKXKe KOPPEKTHOCTh U CTPOTOCTh PACCYKIICHHH.

OneHrBaHue 3aJ]aHUi, BBIOJHEHHBIX HA CEMHUHAPCKOM 3aHATUHU, BXOJUT B HAKOIUICH-
HYIO OILICHKY.

9.4 CamocrosiTe/ibHasi padoTa 00y4aloUUXcs M0 JUCHUIIHHE (MOAYJII0)

CamocrodrenbHas paboTa CTyAEHTOB — 3TO IPOILECC aKTUBHOTIO, IIEJICHANPABIEHHOIO
nproOpeTeHNs CTYIEHTOM HOBBIX 3HaHUH, yMEeHUI 0e3 HEeMOCPEeICTBEHHOIO Y4acTHsl Mpernoa-
BaTelsl, XapaKTepU3YIOIUNCA MPEAMETHON HampaBlIEHHOCTHIO, 3(P(GEKTUBHBIM KOHTPOJIEM U
OLIEHKOM pe3ysbTaToB AEATEILHOCTH 00yUaroIerocs.

Lenu camocTosTENbHOM pabOTHI:
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- CHCTEeMaTu3alus U 3aKpeIieHUEe MOJyYeHHBIX TEOPETUUECKUX 3HAHUM U MPAKTUUECKUX
YMEHHH CTYJAEHTOB;

- yryOJIeHre U PacuIupEeHUe TEOPETUICCKUX 3HAHUM;

- (popMuUpOBaHUE YMEHUU HCIOJIb30BaTh HOPMATUBHYIO U CIPABOYHYIO JTOKYMEHTAIHUIO,
CIIELUUATIBHYIO JTUTEPATYPY;

- pa3BUTHE MO3HABATENIbHBIX CIIOCOOHOCTEN, aKTUBHOCTH CTYACHTOB, OTBETCTBEHHOCTH U
OpraHMU30BaHHOCTH;

- (hopMHpOBaHHE CaMOCTOSTEILHOCTH MBIIUICHHS], TBOPYECKOW MHUIIMATUBBI, CIOCOOHO-
CTEH K CaMOPa3BUTHUIO, CAMOCOBEPILIEHCTBOBAHUIO M CaMOpeaIn3aliy;

- pa3BUTHE UCCIIEIOBATEILCKUX YMEHUHN U aKaJIeMUYECKUX HABBIKOB.

CaMocTosiTenbHasi paboTa MOXKET OCYIIECTBIATHCS WHAUBHIYATBLHO WU TPYIIAMHU CTY-
JIEHTOB B 3aBUCHUMOCTH OT 11€JId, 00beMa, YPOBHS CII0)KHOCTH, KOHKPETHOW TEMAaTHKHU.

TexHoJIOTHS OpraHU3aIK CAMOCTOSTEIILHON pabOThl CTYJACHTOB BKIIFOYACT MCIIOJIB30Ba-
HUE UHPOPMAIIMOHHBIX U MaTepUAIbHO-TEXHUYECKIX PECYPCOB YHUBEPCUTETA.

KoHTponb pe3ynbTaToB BHEAYAMTOPHOW CAaMOCTOSITENILHOW PabOTBhI CTYJAECHTOB MOXKET
MIPOXOJNTHh B MUCbMEHHOM, YCTHON MJIM CMEIIaHHOU (hopme.

CTyneHThl JOJDKHBI TIOIXOIUTh K CaMOCTOSTENBHOW paboTe Kak K HaWBaXKHEHIIEMY
CPEICTBY 3aKpEIUICHUs U Pa3BUTHUSl TEOPETHUYECKUX 3HAHUH, BHIPAOOTKE €IUHCTBA B3IJISJIOB HA
OTJIENIbHBIE BOIIPOCHI Kypca, MPUOOPETEHUsI ONPEICTICHHBIX HABBIKOB U MCIOJIB30BaHUs mMpodec-
CHUOHAJILHOM JIUTEPATYPHI.

9.5 MeTtoanueckue yKkazaHus JJisi 00y4aroMXcs M0 OCBOEHHI0 THCHMUILINHBI

[Tpu M3ydeHnn IUCHHUILTUHBI 00YJIAOIIUMCS [IeJIECO00Pa3HO BBIMOIHATH CICAYIONIUE pe-
KOMCH/IAIIUH:

1. 3y4yenne yaeOHOM TUCIIMIUTMHBI JOJKHO BECTUCH CHCTEMATHICCKH.

2. Iocne n3yuyeHusi KaKOTro-JIMOO pasjelnia 1o y4eOHHKY MM KOHCIEKTHBIM MaTepraliaMm
PEKOMEH/IYETCS 10 MaMsATH BOCIIPOU3BECTH OCHOBHBIC TEPMHHBI, OTIPEICIICHUS, TIOHATHUS pa3Jie-
na.

3. Oco0oe BHUMAHHE CIIETYET yJEIUTh BBHITTOJIHEHHIO OTYETOB IO MPAKTUUYECKUM 3aHSTH-
M Y UHAUBHUIYaJIbHBIM KOMILJIEKCHBIM 33/IaHUSIM Ha CAMOCTOSTEIbHYIO paboTy.

4. Bcs TemaTHka BOIMPOCOB, U3YYaeMbIX CaMOCTOSITEIIBHO, 337a€TCS HA JICKIUAX TPerio-
naBaTeneM. VMM ke MaroTcs UCTOYHHMKH (B TIEPBYIO OUepe/lb BHOBH M3/IaHHBIE B MIEPUOANUECKON
HAyYHOU JTUTEepaType) Uit 0oJiee IeTaTbHOTO TOHMMAHHS BOITPOCOB, 03BYYCHHBIX Ha JICKITHH.

[Ipu camocTosaTensHOM TPOPabOTKE Kypca 00ydaromuecs TOJKHBIL:

- IPOCMAaTPHUBATh OCHOBHBIE ONPeAETCHUS U (PaKTHI;

- MOBTOPUTH 3aKOHCTICKTUPOBAHHBIA Ha JICKIIMOHHOM 3aHATHU MaTepUal U JIOTOJHUTH
€ro C Y4eTOM peKOMEHOBaHHOH M0 JaHHOW TeMe JTUTepaTyphl;

- H3yYUTh PEKOMEHIOBAHHYIO JTUTEPATYPY, COCTABIIATH TE3UCHI, AHHOTAIIMH W KOHCITCKTHI
Hanbosee BaKHBIX MOMEHTOB;

- CaMOCTOSTEIHHO BBITIOIHATH 33/ IaHUS, aHAIOTHYHBIC TIPE/IaraeMbIM Ha 3aHSATHSX;

- HCIIOJIB30BATh IS CAMOTIPOBEPKHU MaTepHalibl JOH/IA OLIEHOUHBIX CPECTB.

10 Onucanne MaTepHaJbHO-TEXHHYECKOro odecnedeHusi, He00X0UMOro /IS 0CY-
1IEeCTBJIEHUA 00pa30BaTEeIbLHOIO0 Mpolecca mo AMCuuIInge (MO1YJI10)

10.1 YueOHo-1200paTOpHOE 000PYAOBaHUE
OtcytcTByer

10.2 TexHu4eckue M JIeKTPOHHBIE CPeICTBA 00y4eHHA



10

OTCyTCTBYIOT
11 HNuvle cBeneHus

MeTOIlI/I‘IeCKI/Ie PECKOMEHIAIINH I10 oﬁyqenmo JMI ¢ OrpaHU4Y€HHBIMHA BO3MOKHO-
CTSAMHU 310POBbA U HHBAJINAO0OB

OcBoeHME MUCHUIUIMHBI 00YYalOIUMUCS C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3[I0OPOBBS
MOXET OBITh OPraHM30BaHO KAaK COBMECTHO C JPYIMMHU OOYYArOIIMMUCS, TaK M B OTIEIbHBIX
rpynnax. [Ipenmnonaratorcs cnenuaibHble YCIOBHS 7S MOJIyueHus: 00pa3oBaHusi 00y4aromuMHu-
Csl C OrPAaHUYEHHBIMHU BO3MOKHOCTSIMH 3/10POBBSL.

[Ipodeccopcko-nenarornyeckuii coctaB 3HAKOMHUTCSI C MCUXOJI0r0-(hU3HOIOTrHUECKUMHU
0COOEHHOCTSIMH O0YYAIOMIMXCSl WHBAIUIOB M JIUI[ C OTPaHUYEHHBIMH BO3MOKHOCTSIMHU 3J10pO-
Bbs, UHJIMBUyaJbHBIMU MPOTpaMMaMH peadMIMTaluu WHBaINAOB (mpu Hamuuuu). [Ipun Heob-
XOJIMMOCTH OCYILECTBIISIETCS JOMOJIHUTEIbHAS MOAJEP)KKA IIPENoAaBaHus ThIOTOPAaMH, IICHUXO-
JIOTaMH, COIIMAIbHBIMU paOOTHUKAMU, MPOIIECIIIMMHU MTOATOTOBKY aCCUCTEHTaMHU.

B cootBeTrcTBUU ¢ MeToAMYEeCKUMHU pekoMeHaanusiMu MunoOpHayku P® (yTB. 8 anmpens
2014 r. N AK-44/05BH) B Kypce mpearnojaraercsi MCIOJIb30BaTh COIHAIBLHO-AKTUBHBIE U pe-
(i1eKCUBHBIE METO/bI 00Y4YEHHUSI, TEXHOJOTUU COLIMOKYIbTYPHON peaduInuTally C LENIbI0 OKa3a-
HUS TIOMOIIIM B YCTAHOBIICHUH IMOJIHOIICHHBIX MEXJINYHOCTHBIX OTHOILLIEHUH C APYTUMU CTYCH-
TaMH, CO3JJaHUH KOM(OPTHOTO MCUXOJIOTUIECKOTO KIIMMara B CTyieHYeckoi rpymre. [logdop u
pa3palboTKa y4yeOHBIX MaTepUAIOB MPOU3BOJISATCS C yYETOM IPEAOCTABICHUS MaTepHalia B pas-
JTUYHBIX (hopMax: ayauaabHOW, BHU3YaJIbHOW, C HCIIOJIB30BAaHUEM CHEIHATBHBIX TEXHHYECKUX
CPEICTB U MHPOPMAIIHOHHBIX CUCTEM.

OcBoenue nucuuiuiHbl aunamMu ¢ OB3 ocyiiecTBiasieTcsi ¢ UCHOIb30BaHUEM CPEICTB
o0OydeHus O0IIero M CrenuaibHOro Ha3HaueHus (MIepCOHATBHOTO U KOJUIEKTUBHOTO HCIOIB30-
BaHMs). MarepuaabHO-TEXHHUECKOE 00ECIIeueHHEe MpeyCMaTPUBAET IMPUCIIOCOOICHHE ayIUTO-
puii k Hyxz1am aun ¢ OB3.

®dopma npoBeACHUs aTTECTAllMK JJIsl CTYACHTOB-UHBAJINI0B YCTAHABIMBAETCS C YUETOM
UH/IMBUYaJIbHBIX NICUX0pu3ndeckux ocodbenHocreil. s crynenros ¢ OB3 npexycmarpuBaeT-
csl 1ocTymHas (GopMa MpeloCTaBIIeHUs 3aJaHUI OLIEHOYHBIX CPEJICTB, @ UMEHHO:

- B TEUATHOW WM DIEKTPOHHOM ¢dopme (I JHUI C HAPYIIEHUSMH OIMOPHO-
JIBUTATEIHLHOTO ammapara);

- B TIeYaTHOM popMe MM AJIEKTPOHHOHU (hopMe ¢ yBEIUYEHHBIM HIPU(TOM U KOHTPACTHO-
CTBIO (17151 JIUL C HAPYLLIEHUSIMU CIIyXa, peUH, 3pEeHus);

- METOJ/IOM UTEHUS aCCHCTEHTOM 33IaHUs BCIYX (IS JIUIl C HAPYIICHUSIMU 3PCHHUS).

CryneHTaM ¢ MHBAJIMJHOCTBIO YBEIMYMBAETCS BpPEMsI Ha MOJTOTOBKY OTBETOB Ha KOH-
TPOJbHBIE BOMPOCHL. JIJi TakUX CTYIAEHTOB IMpeaycMaTpuBaeTcs AOCTYyMHas Gopma mpeaocTaB-
JICHUs] OTBETOB Ha 3a/1aHusl, a UMEHHO:

- TUCBMEHHO Ha Oymare win HabOpOM OTBETOB Ha KOMITbIOTEpE (IJIs JIUI C HApYILIeHU -
MU CcllyXa, peuH);

- BEIOOPOM OTBETa M3 BO3MOKHBIX BAPUAHTOB C UCIIOJIb30BAHUEM YCIIYT acCUCTeHTa (st
JIUI] C HapYIIEHUSIMU ONIOPHO-/IBUTATENILHOTO ariapara);

- YCTHO (U151 JIUL] C HAPYIICHUSIMU 3PEHUs, OTIOPHO-/IBUTATEIBLHOTO amnmapara).

[Ipu HeoOxoauMoOCTH 711 00YYAIOIIMXCS ¢ MHBAJIMIHOCTBIO MPOLIEAypa OLICHUBaHUS pe-
3y/bTaTOB O0YUEHHUS MOKET IPOBOJAUTHCS B HECKOJIBKO ITATOB.
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ITpunoxxenue 1

®OH/J ONEHOYHbIX CPEIACTB

o IMCIOMIIJIMHE

«JlokymMeHTALIMOHHOE 00ecriedeHne U 1eJI0NPOU3BOJACTBO B roCyAapCcTBEHHOM

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

['ox Hawana moarotoBku (mo yuebnomy mia- 2021

ny)
dopma o0yueHHs OuHo-3a0uHas popma
TexHonorus 00y4ueHus TpamuuuonHas
Kype Cemectp TpynoeMKocCTsb, 3.€.

2 3,4 4

Bunx npomexxyTouHoii arTecta- OOGecneunBaroiiee noapas3aeiacHne
UU
3ayer ¢ OLEeHKOU Kadenpa «MeHeKMEHT, MApKETHHT U TOCYAAPCTBEHHOE
yIIpaBIICHUEY
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1 IlepeyeHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUs 10 JUCHMILIMHE (MOLYJII0),
COOTHECEHHBIX ¢ HHANKATOPAMH JO0CTHKEHUSI KOMIIeTeHIU

Ta6mmma 1 — KomneTeHImu 1 MHAMKATOPHI MX TOCTHXKCHHS

KO,I[ N HAUMCHOBAHHE KOMIIC-
TCHIUHU

I/IHI[I/IKaTOpBI JOCTHIXCHHUA

[Tnanupyemsble pe3ynbTa-
ThI OOYYCHHUS T10 TUCIIU-
TUTHHE

YHuBepcanbHbIe

YK-4 CniocobeH ocymiecTs-
JSTh 1€JI0BYI0 KOMMYHHKA-
LU0 B YCTHOM Y MMCbMEHHOM
dbopMax Ha rocyapcTBEHHOM
a3bike Poccuiickon ®denepa-
MY 1 UHOCTPAHHOM(BIX)
A3bIKe(ax)

VYK-4.1 3naeT 0COOEHHOCTH yCT-
HOTO Y MUCbMEHHOTO OOIlIEeHUs Ha
PYCCKOM M MHOCTPAHHOM SI3bIKaX;
MpaBUjIa U 3aKOHOMEPHOCTH JIEJI0-
BOW YCTHOW M MUCbMEHHON KOM-
MYHUKAIUU

VYK-4.2 YMmeer npuMeHsTh pa3-
JTUYHBIE METOBI ETOBOrO 001IIe-
HUS HA PyCCKOM U MUHOCTPaHHOM
SI3bIKaxX KaK B yCTHOM, TaK U B
MMCbMEHHOU popme

VK-4.3 Bnaneer HaBbIKaMU 4Te-
HUS U IIEpEeBO/Ia TEKCTOB Ha UHO-
CTpaHHOM SI3bIKE B MpOdeccro-
HAJIbHOM OOIICHWH; HABBIKAMH JIe-
JIOBBIX KOMMYHMKALIMI B YCTHOM U
MMCbMEHHOM (popMe Ha PYCCKOM H
WHOCTPaHHOM SI3bIKax

3HaTh!

- TpeboBaHus K oopmiie-
HUIO JIOKyMEHTOB;

- TpeOOBaHUS K CTPYKTY-
pe, copepxkaHuio 1 odu-
IUAJIbHO-/IEJIOBOMY CTHIIIO
peun.

YMeTs:

- OCYIIECTBIIATH JTOKYMEH-
TUpOBaHUE HH(POPMAIUH;
- COCTaBJICHUE JICTIOBBIX
MUCEM;

- OpraHMU30BBIBATh PadOTy
C IOKYMEHTaMH;

Bnaners:

- HaBBIKOM COCTaBJICHHS
o(HUIMaNBbHBIX TOKyMEH-
TOB M OpraHU3aluu J10-
KYMEHTO000pOTa U Xpa-
HEHUS JTOKYMEHTOB.

Tabmuua 2 — [Naciopt ¢oHa OIIEHOUHBIX CPENICTB

Kourposmnpyemsie pazne- | @opmupyemass | HaumenoBanme IMoxa3aTeu OLEHKH
Jbl (TeMbl) JTUCHUIIMHBI | KOMIIETEHIUs OLIeHOYHOI0
CpeacTBa

Paznen 1 Merononoruue- YK-4 Joxnaz - Ka4eCTBO MOJrOTOBKH
CKHE U MPABOBBIE OCHOBBI (MpeuIoKEHHbIE MaTepHa-
JOUCHMIIIINHBI. JIBL JId YTCHUS, pa31aToOq-

HBIE MaTE€pHUalbl, THCTPYK-
Pa3nen 2 HopmupoBanue YK-4 THPOBaHHE, OICPKKA U
o(opMIIEHHUS JTOKyMEHTOB. TIOMOIIIB)

- KaueCTBO OOBSICHEHUS
Paznen 3 Odopmnenue ot- VYK-4 (cBOGOIHOE BIaCHHE Ma-
JIEIbHBIX BUIOB OpraHu3a- TEpHAJIOM, ACHOC TIOHUMa-
IMOHHO- HHEC TCMBI, ACHBIC OTBCThI
PACTIOPSIUTENbHBIX JIOKY- Ha BOIPOCHI, IPUBEIICHUE

MIPUMEPOB);
MEHTOB B OpraHax rocy-

- KauecTBO PECypCoB
AAPCTBCHHOTO M MyHHIH- (IMpOTa MpeCTaBIEeHHbIX
MaJbHOTO yNPAaBIEHUS.
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Paznen 4 Opranuzanus pa-
OOTHI C TOKYMEHTaMH.

YK-4

pelIeBaHTHBIX HCTOYHUKOB,

CCBIIKM Ha HEOOXOMMbIE
JUTSL YTCHUS UCTOYHUKH,
CCBUIKH Ha DIICKTPOHHBIC
pecypchl)

- KayecTBO TMpe3eHTANU
(ucnonp3oBaHme ayauo-
BHJICOTEXHUKH,  pPa3laTod-
HBIX MaTepHalioB, IKUBas,
JUHAMUYHAS )

Bce paznenbl

YK-4 PI'P

YpoBEeHb HABBIKOB COCTaB-
JeHus O(UIMANBHBIX J0-
KYMEHTOB, OpraHu3aluu
JIOKyMEHTO000pOTa U Xpa-
HEHUS JOKYMEHTOB.

2 MeToauveckne MaTepHaJIbl, ONpeessolue Npoue1ypbl OeHUBAHUS 3HAHHUIA,
YMEHHI1, HABBIKOB U (MJIM) ONBITA AeITeJIbHOCTH, XapaKTepu3yIolie npouecc
(opMupoBanusi KoMIeTEeHIHIA

Meroauueckue Matepuaisl, ONPEACIIONIME TPOLEAYPbl OLICHUBAHUSA 3HAHUM, YMEHUH,
HaBBIKOB U (WJIM) OMbITA EATEIILHOCTH, IPEACTABICHbI B BUJE TEXHOJIOTMUECKONW KapThl TUCIIHU-

IUIMHBI (Tabsuua 3).

Tabsumia 3 — TexHoyiornueckas Kapra

HaumenoBanue
OLICHOYHOI'0
cpeacrsa

Cpoxku BbI-
MOJTHEHHUSI

Ikanaa ome-
HUBaHUA

Kpurepuu ouennBanus

4 cemecTp
IIpomexyTouynas arrecranus B popme «3a4eT ¢ OLEHKOI

Jlokmag mo TeMam
paznena 1

B Teuenune
ceccuu

10 6amnoB

10 6ansos - 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 TemMam
pasnena 2

B Teuenune
ceccuu

10 6amnoB

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

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

6 6a10B - 65 — 74 % BepHBIX OTBETOB Ha
BOTIPOCHI TECTA

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

Joknan mo Temam

B Tteuenue

10 6amoB

10 6amoB - 85 — 100 % BepHBIX OTBETOB
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paznena 3

CECCUH

Ha BOIMPOCHI TeCTa

8 6amnoB - 75 — 84 % BepHBIX OTBETOB Ha
BOIIPOCHI TECTA

6 6a1110B - 65 — 74 % BepHBIX OTBETOB Ha
BOIIPOCHI TECTA

4 Ganna - 0 — 64 % BepHBIX OTBETOB Ha BO-
MPOCHI TEeCTa

Joknan mo TemMam
paznena 4

B Teuenue
ceccuu

10 6atoB

10 6amnoB - 85 — 100 % BepHBIX OTBETOB
Ha BOIMPOCHI TeCTa

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

6 6a110B - 65 — 74 % BepHBIX OTBETOB Ha
BOIIPOCHI TECTA

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

PI'P

16-as Henens

30 6amnoB

(25-30 0aTOB) BBIMOJIHEHBI BCE 3aJaHUS
B paboTe; akKypaTHOe O(pOpPMIICHHE CO-
TJIACHO CTaHAapTamM OQOPMIICHHS IMHUCH-
MEHHBIX PaboT; 0OOCHOBAHHBIC BBIBOJIBI,
NpaBWJIbHAS W TIOJHAS WHTEPIIPETAINS
BBIBOJIOB, CTYJCHT apryMCHTHPOBAHHO
O00OCHOBBIBAET CBOIO TOYKY 3pEHMS,
00o001aeT Martepuana, YBEPEeHHO M IIpa-
BUJIPHO OTBEYACT HA BOIMPOCHI IMPEroja-
BaTEJIsl B XOJIC 3AIIUTHI Pa0OTHI;
(20-25 ©OamnoB) pabora BBIMOJIHEHA I10
TpeOoBaHUAM K olieHke "5", HO momyIie-
HBI HEJIOUETHI; HE3HAYUTEIIbHBIC TOTPeIl-
HOCTU B OGOpPMJICHHH PAaOOTHI; MPABUIb-
Hasi, HO HETOJHAs WHTEPIPETANNs BBIBO-
noB. Bo Bpems 3amuThl paboThl CTYIEHT
JaeT TPABWIBHBIC, HO HETMOJHBIC OTBETHI
Ha BOMPOCHI MPETOAaBaTeNsi, UCTIBITHIBAET
3aTPyJHEHUS B WHTEPIPETAMH IOy~
YEHHBIX BBIBOJIOB, 000OIIAIOITNE BHIBOIBI
CTYJCHTa HEJOCTATOYHO YETKO BBHIpaXKe-
HBI;
(15-20 6amtoB), HO B XOJ¢ TPOBEACHUS
paboThl OBLTM JOMYIICHB OMIMOKH; 3Ha-
YUTENILHBIC IMOTPEITHOCTH B 0(DOPMIICHUN
paboTHI; HEMoNHAsh WHTEPIPETalUus BbI-
BOJZIOB ¥ BO BpEMsl 3alIUTHI PabOTHI CTY-
JICHT HE BCErJa JaeT NpaBHIbHBIE OTBE-
ThI, HECITIOCOOCH HWHTEPIPETUPOBATH I10-
JTy4eHHBIE BBIBOIBL;
(menee 156amm0B) paboTa BBIMOJTHEHA HE
MOJIHOCTHIO HIIM 0O0BHEM BBITTOIHEHHOM Ya-
CTH pabOTHI HE TTO3BOJISIET CAEATh Mpa-
BUJILHBIX BBIBOJIOB; HEaKKypaTHOE 0popM-
JieHUe pabOThI, HAPYIICHUE CTaH/apTOB
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o(opMIIeHHS MTUCBMEHHBIX paboT; Hempa-
BWJIbHASI UHTEPITPETANHs BEIBOJIOB JIHOO
OTCYTCTBHUE BBIBOJIOB HECIIOCOOEH IMPO-
KOMMEHTHPOBATh XOJI PEIICHHS 33/1a4H,
JlaeT HeTpaBUWIIbHBIE OTBETHI, HECTIOCOOEH
copMupoOBaTh BHIBOJBI IO padorTe.

HUTOIO: 70 6annoB

Kputepun omneHkn pe3yibTaTOB 00y4eHHUs 10 AUCHUILIMHE:

0 — 64 % oT MakcuMaIbHO BO3MOKHOM CyMMBI 0aJlJIOB — «HEYAOBIECTBOPUTEIBHO)» (HEIOCTA-
TOYHBIN YPOBEHB AJIsI TPOMEKYTOUHOW aTTECTAIMH I10 TUCIUTUIHHE);

65 — 74 % oT MakcUMaJbHO BO3MOXHON CYMMBbI 0aJlJIOB — «yJOBJIETBOPUTEIHHOY (ITOPOTOBBIi
(MUHUMAJIBHBIN) YPOBEHD);

75 — 84 % oT MakCHMaJbHO BO3MOXHON CYMMBI 0aJlJIOB — «XOPOIIO» (CpEeIHUN YPOBEHb);

85 — 100 % oT MakcHMaJIbHO BO3MOKHOW CYMMBI OAJUIOB — «OTIUYHOY (BBICOKHI (MaKCHMAaIIb-
HBII) YPOBEHB)

3 TunoBble KOHTPOJILHBIE 321aHNUsI WM HHBbIE MATEPUAbI, HEOOXOAMMBbIE IS
OLICHKHM 3HAHWI, YMEHHMI, HABBIKOB M (MJIM) ONBITA JeSITeIbHOCTH, XapaKTepH-
3yrouue npouecc popmMupoBaHUA KOMIIETEHUMI B X0/1e 0CBOECHHS 00pa3oBa-
TeJbHOH MPOrpaMMbl

3.1 3agaHus AJ151 TeKyLIero KOHTPOJIsA yCIeBaeMOCTH

Pa3nen 1 MeTonoJioruyeckne U NpaBoBbie OCHOBBI U CUMILINHBI

Tema 1.1 IlonsiTHe 0 TOKYMeHTe, ero (PyHKIUAX, KJIACCH(PUKANNH

CeMuHapCcKoe 3aHATHE MPOBOAMTCS B (hopMe OOCYXKICHHUS BOIPOCOB, COCTABJIICHUS U
oOcyXKIeHHs] TOKyMEHTOB. B Xome ceMHUHApCKOTo 3aHsTHsI MPOBOAUTCA BXOIHOM KOHTPOIb
3HaHUN 00yYaIOIINXCS.

TembI TOKIIa10B:

1. TlonsTHE «JIOKYMEHT», €0 POJb B YIPaBICHUH.

2. OyHKIUU TOKyMEHTA.

3. Krnaccudwukarnms TOKyMEHTOB.

4. Hcropus nenonpou3BOJICTBA B TOPEBOMIOIIMOHHOM Poccuu (mpukazHoe, KOJJIEKCKOe
Y UCIIOJIHUTEIECKOE JIETTOTPOU3BOJICTBO).

5. CoBerckoe IeNOMPOU3BOICTBO.

6. CoBpeMeHHOE JIeIOPON3BOACTBO.

Tema 1.2 HopmaTuBHO—TIPaBOBOE M1 HOPMATHBHO-METOAMYECKOE PeryJMpoBaHue
JAOKYMEHTAIMOHHOIO o0ecne4yeHus1 ypaBJaeHus

CeMuHapcKoe 3aHATHE IPOBOIUTCS B opMe 00CYKI€HUsI BOIPOCOB.

Tembl noknanoB: [ToHsATHE U CYITHOCTD IOPUIMUECKON CHIIBI JOKYMEHTA

1. 3akoHomarenpHas 0a3za JOKyMEHTAIMOHHOTO oOecnieueHusi B Poccun.

2. MeTtoanueckas 6a3a aenonpousBonactsa: ['CLHOY, 'OCTslI, kinaccupukaTopsl,
HOPMAaTHBBI, HHCTPYKITHH.

3. CoBpeMeHHas CTpyKTypa yrpasieHus B cpepe OY.

4. PernameHTanus moaroToBKU U 0popMIIEHUS JOKYMEHTOB B OpraHU3aIiH.

Tema 1.3 YHupukanus u cTaHgapTH3anMs JOKYMEHTOB
CemuHapckoe 3aHsTHe IPOBOAUTCS B (popMe 00CYKICHHS BOIIPOCOB.
TeMbI TOKIaq0B:
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1. Yro Takoe yHH(]UKALU JOKYMEHTA U KaKOBbI €€ 11enu?

2. Uto Takoe «cucteMa qokyMeHTanuu»? Kakumu npusHakamu onpeaeisieTcs
CUCTEMA JOKYMEHTAIUH U [ToyemMy?

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

4, Uro Takoe hopMyisip JOKYMEHTa U 4eM POPMYIISp OTIIMYAEeTCs OT PopMyIisapa-
obpasma?

S. Uro takoe crangapru3anus? KakoBo cooTHOIIEHNE YHH(PHUKALIAN U
CTaHAapTH3ALUU?

6. UYro BXOOUT B KOMIIJICKC HOPMATUBHLIX JOKYMCHTOB ITO CTElH,IIElpTI/I?:aL[I/II/I‘.7

Pasznen 2 HopmupoBanue opopmiieHNnsi J0KYMEHTOB

Tema 2.1 O0mue moJiokeHusi 0 MpaBuJIax opopmieHHus J0KyMeHTOB. TpedoBaHus K
HU3rOTOBJICHUIO 0JIAHKOB JOKYMEHTOB

CeMuHapCKoOe 3aHATHE TIPOBOIUTCS B GopMe 0OCYKICHHUS BOIIPOCOB.

TeMbl 10KIa/10B:

1. Kakwue crioco0s! 0(hopMIIEHUS! pEKBU3UTOB JOKYMEHTA CYIIECTBYIOT?

2. UYro Ttakoe Omank nokymenta? Ilepeuncnute crnocoObl M3rOTOBIECHUS OJAHKOB
JIOKYMEHTOB. UTO SIBJISIETCSI OCHOBOW JAJIsi MPOEKTUpOBaHus OnaHka JqokyMeHTa? CKOJIbKO BUIOB
0JIaHKOB JOJKHA UMETh opraHu3anus B cootBerctBuu ¢ [OCT P 7.0.97-2016 ?

3. Ecmm Bwl - ¢u3uveckoe JHII0, BOCMOIB3YETECh U BbI OIAaHKOM NPH COCTaBICHUH
nenoBoro nmucbma? Ecnmu Bel — 1opuauyeckoe nuIo, BocmoiblyeTech N Bbl OmaHkom ams
COCTaBJICHUS JIMYHOTO NUchbMa? MOTUBUPYWHTE OTBET.

4. Kakue mnoCTOSHHBIC PEKBU3UTHI JIOJKHBI HAHOCUTHCS HA KaXblil BUJ Onanka? Yem
o0uuii OnaHk oTiIM4aercs oT GiiaHKa JJid nucbMma?

5. Kakue tpebGoBanus npeabspusitorcs st ohopmieHus pekBusuta «HammeHoBaHue
OpraHM3aly — aBTOpa JOKYMEHTa»?

6. Uro BxomuT B pekBU3UT «CIipaBOYHBIC JaHHbBIE 00 OpraHu3alumu»?

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

8. Kakwue coco0sr ohopmieHus peksusnra «/lara mokymenrta» Bei 3Haere? [IpuBenure
MPUMEPHI UX UCIIOJIB30BAHMUS.

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

10. Bcerna nmu Ha OnaHKe HAHOCUTCS PEKBU3HT «MECTO COCTABICHHS WM H3IAHUS
JIOKYMEHTa»?

Paznen 3 OdopmieHue oTae/bHBIX BHI0B OPraHU3aLMOHHO-PACIOPSAMTEIbHbBIX
JOKYMEHTOB B OpPraHax rocyiapcTBeHHOr0 1 MyHMIIUNAJLHOIO YIPaBJIeHUs

Tema 3.1 Opranu3anuoHHbIe JOKYMEHTHI

CemuHapcKoe 3aHATHE MPOBOAUTCS B (QopMe OOCYKIEHHUS BOIPOCOB, COCTABICHUS H
00CYXJIeHUs TOKYMEHTOB.

Tembl T0KIIA10B:

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

2. Yro Takoe — ycraB opranuzanun? Kakos ero popmymnsap? Kakosa cTpykTrypa
TEKCTa JAHHOTO IOKyMEHTa?

3. Yro Takoe — NOJIOKEHUE O CTPYKTYPHOM IoapaszeneHnn? YTo BKIIOYEHO B
bopmynsip nonoxenus? KakoBa cTpykTypa TeKcTa MOJI0KEHUS?

4. Yro Takoe — uHCTpYyKuusa? Kakumu ObiBatoT HHCTpYyKIMH? KakoB ux gpopmyssp u

CTPYKTypa Tekcra?
S. KakoBa cTpykTypa TeKkcTa JOKHOCTHOM HHCTPYKIIMU?
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Monyas 4 Opranusanusi padoTbl ¢ JOKYMEeHTaMHU

Tema 4.1 Opranuszanusi foKyMeHToo00poTa B opranax ' UMY

CemuHapckoe 3aHsTHE NMPOBOIUTCS B (popMe 0OCYXkAEHUS BONPOCOB, a Takxke B (hopme
IIPOBEJICHHUSI I€TIOBOU UIPBI.

TeMsbl 1oKIa10B:

1. Uro Takoe 10KyMeHTOOO0O0pOT? KakoBbl €ro MpUHIIHIIBI, CXEMBI, y4eT oObema?

2. Kak opranuzoBassl npreM, 00paboTKa 1 nepesiada pa3iuyHbIX IOTOKOB
JIOKyMEHTaIuu?

3. OnwuuuTe MpaBuia perucTpaliy U MHJIEKCUPOBAHUS JOKYMEHTOB B OpraHax
rOCyAapCTBEHHOTO U MYHULIUIIAJIBHOTO YIIPaBJICHUS.

4. Yro Takoe MHPOPMALIIOHHO-TIOUCKOBbIE CUCTEMBI 110 JJOKYMEHTaM, KaKOBbI UX
BU/Ibl, IPUHLIUIIBI IOCTPOEHUS, LIEJIU CO3/IaHusl.

5. Kak ocy1ecTBisercss KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB?

Tema 4.2 (OoOecnevyenne COXpPAHHOCTH JOKYMEHTOB
CemuHapckoe 3aHsATHE TPOBOAUTCS B (popMe 00CYKICHHS BOTIPOCOB.
TeMmbl 1oK1a/10B:

1. [TousTust «ApXUBHBIN QOHI» U «APXUBHBINA JOKYMEHT.

2. OKcnepTu3a LIEHHOCTH JI0KYMEHTOB: (ITOHSTHE, LIEJIH, 3TaIlbl, OPSI0K
OpraHu3anuu U QyHKIUU SKCIIEPTHON KOMUCCHH, PE3YIIBTAThI €€ paboThl).

3. Homenknarypa aen, e€ conepkaHue, IpaBuia COCTaBICHUs U 0(QOpMIICHHS.

4, dopMupoBaHuE ACII.

5. Odopminenue aen.

6 Cocrasienne 1 opopMIICHUE ONUCEH Il

7 OpraHu3anus XpaHeHUs! IOKyMEHTOB B apXUBE OpraHU3aliuu

Tema 4.3 ABTOMaTH3anusl JOKYMEHTALMOHHOIO 00ecreYeHusl yIpaBJIeHUs
CeMHHApCKOE 3aHATHE TIPOBOIUTCS B PopMe 0OCYKICHHUS BOTIPOCOB.
Tembl 1OKIIa7I0B.

1. KaxossI rienm aBromaruzamnuu JI0Y?

2. Kakwue cucremsl aBromaruzaiuu JJOY cymectByror? KakoBsl 001ue TpedoBaHus,
PEIbABISIEMBIE K HUM?

3. Kakwue rpynmsl paOOTHUKOB MOKHO BBIJIETTHTh B COOTBETCTBUU C PYHKIUAMU,
BeITIONTHsIeMbIMHA uMH B CAJIJ1?

4. KakoBbl 0OCHOBHBIE (PYHKIIMHM CUCTEM aBTOMAaTH3UPOBAHHOTO JIEIOMPOU3BOICTBA?

PacuerHo-rpadguyeckas pabdora

Llenb: MpoAeMOHCTPUPOBATH HABBIKM COCTaBJICHUS O(PHUIIMANBHBIX JOKYMEHTOB, OpraHu3a-
MU JIOKYMEHTOOO0OpOTa U XpaHEHUs JOKYMEHTOB.

PacueTHo-Tpaduueckast paboTa BHINOIHIETCS CTYAEHTOM B T€UEHHE ceMecTpa Mo BapuaH-
taM. Homep BapuaHTa onpezaesercs npernogaBaTeieM.

3agaun:

1. B cooTBeTCcTBUM C HOMEPOM BapHaHTa BBIOPATh JOKYMEHT OpraHa rocy/lapCTBEHHOIO U
MYHUIIUIAIBHOTO ynpasieHus. OnpeaenuTs SBIseTcs JOKYMEHT MOAIUHHBIM Wi (HelKoM.

2. Haliaute u ucnpaBbTe B JOKYMEHTE BCE HECOOTBETCTBUS IpaBHJIaM M HOpMaM 0pOpM-
JIeHUS JOKYMEHTOB MT0JJOOHOTO YPOBHS.

3. Ha ocuoBanuu [Ipukaza PocapxuBa ot 20.12.2019 N 236 "O06 yrBepxnennn [lepedns
TUIIOBBIX YIPaBJIEHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yloLMXCcs B MPOLECCe AEATeNbHOCTU
rOCYJapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOI'O CAMOYIPABJICHUS U OpraHU3alui, ¢ yKa3aHHEM
CPOKOB UX XPaHEHHUs'" OIpENeInTe BUJ JOKYMEHTA U CPOKH €I0 XPaHEHHUSI.
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IloaroroBka or4era

Ilo oxkoHuaHuio BeINOIHEHUSA 3anaHui PI'P cTynenToM nmoaroraBinBaeTcs OTYET.

1) Oruer odopmisercs B coorBercTBuH ¢ TpeboBanmsmu P/ 013-2016 «TekcToBbIe
cryaendeckue padotel. [IpaBuia opopMIEHHS» U COCTOUT U3 CIEAYIOUINX YaCTe:

- TUTYJIbHBIN JIUCT;

- COZIepKaHMUE;

- BBEJICHUE;

- OCHOBHYIO 4acTb;

- 3aKJIFOYCHHUE;

- CIIMUCOK MCIOJIb30BaHHBIX UICTOYHHUKOB;

- MPUJIOKEHHMS (P HEOOXOAMMOCTH).

2) BBenenue conepkuT OOIIyI0 XapaKTepUCTUKy paboTsl. Llens u 3amaun pabotsl. Pac-
1oJIaraeTcs Ha OT/AEIbHOHN CTpaHuULE.

3) Kaxxnoe BbimoHeHHOE 3a1aHie 0)OPMITSIETCS] OTJCIIBHBIM Pa3/eIoOM OCHOBHOM YacTH
oTyera.

4) 3akiitoueHue pacrojaraeTcsi Ha OTAEJIbHON CTPaHMIIE U CONEPIKUT KPATKHE BBIBOJIBI O
Ipo/ieIaHHON paloTte. 3akiIr0YeHHEe HOCUT KOHKPETHBIH XapakTep M IOKa3bIBAaeT, YTO CAeall
CTYJEHT B CBOEH pabore.

5) Criucok nuTepaTypbl COCTOMT U3 HOPMAaTUBHO-NIPABOBBIX aKTOB, YUEOHMKOB M yueO-
HBIX TI0OCOOUI, UCTIOJIb30BAaHHBIX B XO/1€ BBIIIOJHEHUS 3aaHMsL.

6) [IpunoxeHus MoMeNaT MOcie CIUCKa JINTEPaTyphbl B MOPSAKE UX OTCHUIKH MM 00pa-
IIEHUSI K HUM B TEKCTE.
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JIuer perucrpauum udmenenu k PITL

n/a

OcHOBaHME BHECEHU
W3MEHEHUS

KomnunuectBo
CTpaHMUI]
N3MCHCHUA

[Monnuce
pa3paboTunka
PII




